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SUMKART

Purpose

The purpose of this study was to identify clusters of tasks per-

formed by a comprehensive sample of office employees working in vari-

ous sites of offices in 12 Standard Industrial Classifications (SIC).

This study is a first step is identification of capabilities re-

quired for modern office work. It, end related studies, provides a par-

tial base for design of educational programs most likely to exist**
career-long occupational opportunity, competency, and choice for youth

entering office occupations.

Methods

Population

From Federal Census data and data provided by stets agencies, the

office employment population of the state of Washington was estimated

to be approximately 164,263 in September, 1965.

Sample

A proportional, stratified sample of 295 firms in the private enter-

prise sector and 28 government agencies was selected. The sample was

stmitured to include five office-etse categories within each of the

following SIC's: Agriculture; Mining; Construction; Manufacturing;

Transportation; Communication and Utilities; Wholesale Trade; Retail

Trade; Finance, Insurance, and Real Estate; Services; Government; and

Education.

Comparison of national and state 1960 census data shows thy. in

Washington State the percentage of all eoployees who are engage,d in

office work and the percentages of all employees in various 'SIC'', who
are office workers vary ovt7 slightly from those percentages for the

United States as a whole.

Data - Gathering Procedures

A questionnaire composed of WI afice tasks was validated by inter-

views with 286 office workers and supervisors and by * jury of experts.

A total of 767 validated questionnaires was distributed to firms and

agencies constituting the above sample in the spring of 1967. Total re-

turns were 86.4 per cent-80.3 per cent in the private enterprise sector

and SLA in the government sector.
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Treatment of Data

Respondenta were classified in six broad occupational categories:

supervision, secretarial-stenographic, clerical, bookkeep;.waccounting,

business machine operators, and data processing, Returned questionnaires

were coded by industry and by else of ofMe. item responses were coded

and processed by computer.

Percentages of employees in five sizes of offices in each SIC who

perform' each task were computed. Differences in percentages of employees

within each SIC who perform tasks were also computed. Analysis of dat

supported two hypotheses: (1) There are significant differences in

tasks performed by office employees in the various industrial classifica-

tions, and (2) there are significant differences in tasks performed by

office employees in small and large offices.

Percentages of eaployees performing each task were ranked in descend-

ing order for each of the six broad job classifications and for a "com-

posite" of all six classifications. These rankings constitute "job

clusters" for each of the six categories and for office work as a whole.

VSMitatiOne

Percentages of workers performing a talk show only the percentage

of workers performing it within the last two years while working for their

present employers. The percentage does not provide information about the

relative importance of the task, frequency of performance, portions of

worker time used for performance, or the levels of ability involved in

erformance.

Findings and Analysis

The 599 office tasks have been clustered within 13 major categories

of taskstypewriting, office machines and equipment, dictation and tran-

scribing, mailing, filing, telephoning and communicativ, clerical, se-

curing data, mathematics, financial and recordkeepIng, editorial, meeting

and working with people, and miscellaneous -to provide Composite Musters

of Tasks performed by oft .ice employees. Since these data represent the

tasks performed by a typical office worker, the Composite Clusters can

be used as a partial basis for a re-evaluation of the high school busi-

ness curriculum, which is primarily concerned with the total Teals of

office weekend not solely with the fitting of a graduate into a specific

office job.

Clusters of tasks have similarly been prepared for each of the six

broad job categories. These data represent duties performed by major

office occupational groups and should prove useful to curriculum special-

ists concerned with more specialized high school and post-high school

office education programs.
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Analysis of the data suggests that "skills" represent only a portion

of the office worker's function. It is hypothesized that teaching objec-

tives, learning experiences, and evaluation can profitably be organised

within the framework of the cognitive and affeltive domains.

INTROWCTION

One major purpose of Project 087-031 is to identify clusters of

knowledge and competencies most likely vo maxixise the career long occupe-

tional opportunity, competence, and Chotal of non-college bound youth in

an evolving technological society.

Pu se

The purpose of this study was to identify clusters of tasks performed

by a comprehensive sample of office amployass working in various else'

of offices in 12 Standard Industria3. Classifications (SIC).

This study is a first step in identification of capabilities required

for modern office work. It, and related studies, provides a partial

base for design of educational programs most likely to maximise career-

long occupational mortunitt, comoetean, and ,choice for youth entering

office occupations.

Agisumptions

1. The "Average Size of Office" concept assumed that the ratio of

office employees is similar in small or large organisations. This study

did not attempt to ascertain the validity of this assumption. smell

variance would not affect the validity of the results.

2. Field testing of the questionnaire and revisions made to increase

its accuracy indicate that it does yield accurate data regarding tasks

performed by office employees.

3. To the extent that the proportion of workers in the various cells

(size of fins in a given SIC) is not significantly different in other

regions than in Wastington, the results are generalizable to other regions

of the country.
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Limitations

Limitations in the task analysis study which have been evident are

enumerated below:

1. 1960 /Moral Census data were used to ascertain the percents.**

of office workers in each industrial classification (SIC). The 1960

census data provided the most recent data permitting these computations.

However, 1965 employment data were used because they were more up to date.

The percentages from the 1960 census data were applied to the 1965 employ-

ment data to estimate *el office population. This procedure involves the

question of the dogrel to which the percentage of office employees In

each industry remained constant between 1960 and 1965.

2. F,y defining an office employes to correspond with DOT classifica-

tions, an extremely broad range of office functions was included. How-

ever, this may also be interpreted as a strength of the study.

3. The illentificscion of certain elements of the governmental and

education sectms created sasciing difficulties. The percente.age of office

employees in certain types of governmental functions hospitals,

tudetanonce departments) is less than it is in others (e.g., legislative,

judicial). Because of insufficiently detailed data, it was accessary to

MOMS constant percentage in developing the office populations.

4. Due to limitations of funds it was deemed desirable to confine

the sample to ilashingtoa Stets.

3. Stratification by both industry (SIC) and sloe of office within

each industry resulted in a matrix with a large number of cells. The

number of respondents desired from some cells was mall. It is statisti-

cally Indefensible for one response to represent an entire cell. However,

such cells represented only a small proportion of the total office pow.

lation. Do concluslons were based on results from single cells.

6. Two hundred ninetr-five firms were selected at random in the

private enterprise sector. Of the 51 "non-responding" firm, 21 stated

that they performed "no office functions." While it is recognised that

non-respondents can build a bias into a sample, it can be argued that 21

firms were respondents in the sense that no office workers were employed

by those firms.

7. Nonrresponse bias maybe evident in the "small" sine ve! office

cells, especially in the Manufacturing, Retail, and Sees. ice Antoiceries.

This could also have affected the hypothesis tested relating to tasks

performed by persons working in small or large offices.
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8. Office employees selected at random within flame were asked to

classify themselves in one of six broad job categeries. In firms with

relatively few office employees, many types of functions are or may be

performed by office employees. Although specific examples were given in

the questionnaire, it was difficult for some office employees to classify

themselves. This can be construed as a limitation, Ot also as a strength

of the study. In small firms a significant per cent of individual office

employees do In fact perform multiple functions such as those performed

by a secretary, : bookkeeper, and/or en office supervisor.

9. The number of questionnaires distributed necessitated une of

tlexteen Interviewers. While interviewers were trained to follow a uni-

form procedure, some discrepancies are inevitable. Analysis of returns

suggests that the procedures were correctly followed.

10. The data-gathering instrument has no "power factor." Ayes

response indicated only that an employee had performed a task at least

once in the last two years while working for his/her plzettent employer.
Results show what tasks are presently so performed, not the precise ex-

tant to which they are performed nor what might be desirable nor what

tasks might be performed in the future.

11. The private enterprise return was 80.3 per cent while the gov-

ernmental return was 96.8 per cent. Recognising the possibility that

the office populations of certain governmental functions may have been

overestimated, the decision was made to reduce the valve of governmental

returns to .85. Statistical consultants agreed that that was the most

defensible action to take because it resulted in bringing the total value

of that sector into agreement with the MODEL.

METHODS

This section briefly describes the. design for identifying a popu-

lation and developing a sample. A fuller description Is provided in "A

Research Model for Identification of Task and Knowledge Clusters Asso-

ciated with Performance of Major Types of Office Employees' Work" (here-

after referred to as the MODEL). That document was submitted to the U. S.

Office of Education in December, 1966.4

'Project No. ERD-257-65, Contract No. OE-5-85-109, Published by Depart-

ment of Education, Washington State University, Pullman, Washington.
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Identification of Population

For purposes of this study, an office employee was defined to corn's-

*pond with the Dictionary of Occupational Titles (3) classifications of

clerical and kindred workers (DOT). 7he office population wu defined as

the total office labor force empl2yed in the state of Washington in

Septeiber, 1965, in tha 12 IMCIs.4 Analysis of Federal Cum's definitions

(2) and the DOT definitions indicated that the census occupational clas-

sification was generally comparable with the DOT.

Using 1960 Federal Census data for the state of Washington (2), the

proportions of all employees of industrial and commercial firms, govern-

mental agenAes, and Institutions which are considered clerical and

kindred workers was determined (see Appendix A). Recognizing that many

persons employed in larger firms might perform more specialized functions,

the variable of office size was also considered. The following office-

size categories were established: 1-4 office workers constituted a

small -size office; 5-49, medium; 50-99, large; 100-299, X large, and 300+,

XX large.

Two hypotheses were tested: (a) that employees in the various SIC's

perform some dissimilar tasks or duties and (b) that office employees

in the various sizes of offices perform some dissimilar tasks.

A statewide listing of employer units and the number of workers

employed by each in September, 1965, was obtained from state agencies.

This included all SIC groups in the private euterprise sector except

Railroads (a subdivision of Transportation). A matrix was developed des-

cribing the size of employer unit for each SIC corresponding with the

"sizes of offices." This was done by dividing mob predetermined office-

size figure by the constant percentage of office wovkers included in each

SIC (see Appendix B).

A computer program for processing data was written. Printouts pro-

vided data on the number of employer units and the numbers of persons

employed by firms of various sizes within each SIC (see Appendix C).

Companies operating in more than one county were considered to be inde-

pendent employers in each county and appeared on the initial printout

once for each county in which they were located

2SICIs used in this study: Agriculture; Mining; Construction; Manufac-

turing; Transportation; Communications and Utilities; Wholesale Trade;

Retail Trade; Finance, Insurance, & Real Estates Services; Government;

Education.

6



Utilising data Erse various state agencies, the total numbers of

persons employed by Government, Education, and Railroads in Washington
State was determined. Results are shown in Appendix D.

Combining the data isi Appendices C and D and utilizing the percent-
age of office workers in each SIC (see Apra_:.1.3: A), a matrix was eon-

structe4 showing the estimated office population of 164,263 workers in

Washington State in September, 1965. This matrix is shown in Appendix E.

Analysis of employment data indicates that more than 95 per cent of the
total office population was identified.

Comparison of national (1) and state (2) 1960 census data shows that

in Washington State the percentage of all employees who are engaged in

office work and the percentages of all employees in various SIC°s who are

office workers vary only slightly from those percentages for the United

States as a whole.

heaUC....wrechni

For a confidence level of 95 per cent, 384 usable questionnaires

Imre needed based on an office population of 165,000 (5). Recognising

that all questionnaires would not be returned and the possible complica-

tions in weighting schemes, it was decided thet 800 questionnaires mould

be distributed, A matrix distributing them within each cell on a propor-

tional basis was constructed (sae Appendix If).

It was deemed desirable to have as broadly based a sample as possible.

It vu ascertained that approximately 350 employer contacts would be eco-
nomically feasible. The average number of office emiployees per employer

unit for each cell of the matrix *ills determined by dividing the number

of office employees in a given cell by the number of employer units in
that cell. (see Appendix G). This was dose for all SIC'. except Federal,
Local Education, and Railroads, where data were insufficient. As a
result, it was determined that the sample of office employees within
individual employer units would be es follows:

Percentage of Sample in Each reployer Uflit
by Size of Office

Small Medium Large X Large 11 Large
1-4 5-49 50-99 100-299 300+

1002 20% 10% 5Z All units sampled
in proportion

7



TO wold a statistical bias in the XX Large category, it was neces-
sary to identify each employer unit in the state. For example, Company A
might have 5,000 office employees, and COmpany B might have SAC. It

was necessary to incurs that each ci the 5,800 office workers had an equal

opportunity of being selected at random. Fewer questionnaires were
needed in the 31:Large sise-ofroffice category, so the number distributed
to each selected Mamas specified (instead of using the 5 per cent

ratio).

Ao previously noted, the sources of information used in identifying
the office population were different for the private enterprise sector
and the governmental sector. As a result, the sampling technique was
different for each sector.

In the private enterprise sector the "Percentage of Sample in Each
Employer Unit by Use of Office" was applied to the average number of
office workers in each cell to determine the approximate number of
queatIonnaires to be distributed to an individual employer unit. Based

on the meet of responses needed in each cell (Appendix 7), the number

of employer units needed in each cell was determined. This computation

is shown in Appendix N. The needed employer units i. the West* enter-
prise sector were selected at random by computer from the statewide list-
ing of employer units.

Iv the governmental and railroad categories the random selection of

employer units was made using a table of random numers. In the State

Education and State Non-Education categories there're. sufficient data
to detemine the average number of office workers per employer unit.
The "Percentage of Sample in Each Employer Unit" was applied to the aver-
age number of office workers to arrive at the number of employer contacts

necessary in relation to the number of responses needed in each cell.
In the U Large classiflution, however, two employer units were selected
at random and sampled in proportion.

In the Federal category, the employer units and the total number
employed by each were identified. The average number of office workers
within the site -of- office calls was estimated* The number of employer

units selected 4n;thialicategories is ahmRm in Appendix B4

In the Local Non-Education, Local Education, and Railroad categories
the only data available were in "total" category fora. It was not pos-
sible to identify individual employer =Ate. Three counties in the state
were selected at random on the following basis:

Largest counties in state according to population: Spokane County

selected at random

Middle -sized counties: Yakima County selected at random

Small -sized counties: Garfield County selected at random

8



The total number of workers employed in these counties was determined

and die constant percentage then applied to estimate the office popula-

tion in each county. The total number of workers employed by the cities

Spokane, Tains, and Pomeroy was determined, and the constant percentage

applied to estimate the office population for these cities. Aviatrix

was developed, and 98 questionnaires were distributed on a proportional

basis in the counties and cities named.

The Local Zducation category vas treated in the same manner using

the suss three counties.

One railroad MIS selected at random. Working from a statewide list-

ing of their employees, Om random selection of persons to receive ques-

tionnaires was made using a table of random numbers.

L.LMrvie..4112f Data-Catherine Instrument

It woe assubed that ascertainable facts regard:tug office tasks or

due,ss could be obtained directly from o representative ample of office

employees. It was recognised that many office employees are not aware

of tle knowledge. necessary to successfully perform office tasks; more-

over, the performance of a task on their part does not necessarily mean

that the task has been performed correctly. Based on those assumptions,

a highly specific, open - ended task instrument containing 599 items

designed to ascertain the specific tasks performed by office workers was

developed. It appears in Appendix I. The steps in the developmental

process are described below:

a. Conceptualization and development of initial task instrument

by university person:mi.

b. Project personnel field tested 240 questimaires. The return

was 65 per cent.

c. Approximately one month later, ten per cent of the respondents

vim interviewed and asked to respond to them same task state-

ments. They were encouraged to make comments or criticisms

vegarding questionnaire statements of tasks, especially if they

felt the wording was confusing or if a task was slperfluous.

TL ory were also asked to comment on tasks they performed that

were not listed.

d. Att item -by -item comparison of the respondents' original res-

ponses and interview responses was made. On the basis of that

analysis, the arrangement of the questionnaire was revised and

some items were reworded. Some additional items sure added and

some ware combined or deleted. Care was used to make wording

congruent with office workers' frames of reference.

9



e, The revised Instrument was submitted to a panel of office

education experts for their critical analysis. These persons

were public and private educational institution employees, a

personnel manager, two Certified Professional Secretaries, and

a clerical supervisor of the local employment security office.
They were asked specifically to consiJer the following as bases

for analysis of the instrument: (1) wording of each item,

(2) elimination of superfluous and/or addition of items that

sight have been omitted, (3) rearrangement of items into a

more logical sequence, and (4) general format, total organiza-

tion, and appearance of the Instrument.

f. The questionnaire was also evaluated by two seminar groups of

business educators. Their reconmendetIons generally paralleled

those of the panel.

Based on the panel's and seminar grasps' recomendations,
numerous refinements were made.

h. The revised instrument was field tested math 44 office **lases.

i. Fourteen per cent of the field-test respondents were interviewed,

using the procedure described in "c" above.

As a result, additional minor revisions were made.

k. Two additional experts in the areas of bookkeeping and accoutt-

ing were consulted, and additional minor revisions were nada,.

Method Used in Distribution of Data - Gathering Instrument

The number of questionnaires distributed end the geographic area

covered required that more than one person be involved in the distribu-

tion pmess. The employer units selected at random were plotted on *

state map, acid the State Director of Business and Office Education

assisted with the identification of thirteen business educators who acted

as interviewer-distributors. An orientation anti training meeting was

held to explain the objectives of the research, the landau selection of

office employees within firms, interview tedkniques, and the reporting

system. Role playing was utilized as a training device.

Contact schedules were arranged to minimize the amount of time and

travel necessary for contacts. Approximately one week before a contact

was to be made, a letter of introduction was sent to the firm. A day or

two before a contact, interviewers telephoned for appointments.

10



Experience demonstratee the importance of following normal limo of

casmunication within an organisation. In each case, personal contact was
spade with the owner, personnel manager, or the person having general

responsibility over employees. The objectives, random selection of his
firs, ani, needs of business education were explained. "Office employees"

was ksrviully defined.

,:nterviewers, with assistance of managers, made random selection of
the needed number of office efiployees within each firs. A table of random

numbers was used for selections. If employers selected at random worked
in firms employing supervisors, those supervisors were contacted and the
objectives of the study wars explained.

No coercive pressure was applied to persons whose names were selected

at random. Voluntary coolporatton was solicited. Genuinely appreciative

attitudes toward what was beinL; asked were exhibited.

Return envelopes accompanied the questionnaires. Inmost instances,

the employees sent the completed questionnaires directly to project per-
sonnel. EapAoyees of some firms and agencies returned the instruments
to the management contact who forwarded them to project personnel.

Intervxewers completed repsrting forms containing various data about
questionnaire diztribution and aant them to project personnel. The forms

were used as abode for checking, is tbe compliAteCquestannalskat Wok
Appendix 3).

.......111talAtftat9914Eas

Approximately one month after questionnaires had been disWbutad,
follow-up letters were sent to son-respondents by project personnll. As

a resat of this effort, 36 additional questionnaires were completed.

lime weeks after the follcw-up letters had been must, those person
who had still not responded weft contacts! again. Where feasible, arect
telephone contact was wade by project personnel and the interviewers.
Letters were sent to non-rsumcmeents who were not accessible by phone.
Eleven more returns were obtained.

The total of 47 instrumento received through follow-up efforts
represented seven per cent of the total number of responses.



Analeels of Returns

Per a confidence level of 95 per cent, it was necessary to have 384
usable questionnaires returned based on an office population of 165,000
(5). According to the !MODEL designed to obtain that number of returns,
800 questiconsires were to be distributed. Appendix U indicates how the
295 firms In the private enterprise sector were distributed. However,
the actual distribution process did not perfectly match the =EL Of
the 295 firms selected, 15 could not be located or were Ein 10WAV in
business, 15 firms declined to cooperate, and 21 stated 'Await they performed
"no office functions," because such work was "contractec; out." Appendix It
Shows distribution of non-participating fires. All of the governmental
and education agencies selected at random cooperated.

APpsudim F shows the Ism for distribution of the 800 0,gestionnairess,
Because some randomly selected firms declined to participate, the number
of questionnaires distributed within each cell varied from the MODEL.

The lAverage Number of Office Enployees Per Employer Unit" concept
developed la the MODEL assumed that the actual number of questionnaires
distributed would approximate the number needed in each cell of the
matrix. Analysis of the returns indicated that this was generally true,
although over-sampling appeared in the Service "small-office," Manufac-
turing "small," and Wholesale "small" cells. In the V. Lane cells,
all firms were identified and sampled in proportion. inaumalcase, the
number of questionnaires distributed was specified. Duo to the limited

number of responses needed in the 3:Large cells, ete number of question-
naires distributed to the firms selected were alms specified.

Due to the careful procedures used to contact employers and subjects
the percentage of returns was exceptionally high. Overall, 663 (86.4

per cent) of the 767 questionnaires distributed were returned in usable
form. In the private enterprise cantor, 80.3 per tont were retuned; and
in the governmental and education sectors returns ware 96.8 per cent.
AppendieLshows the distributionandreturn for each cell of the matrix.

An examination of each cell in Appendix L indicates that the major-
ity of non - responses wove in the small- and medium-sised offices, although
the overall rate of returm far the private enterprise "small" cells was
68.1 per cent and in the "medium" cells the return was 90.6 per cent.
Eased on the actual distribution, the Manufacturing "small" cell, the
Retell "small" cell, the Service "small" cell, and the Finance "medium"
cell seem to be the areas where significant non-response bias could be
evident. The non-response factor in the governmental and education sec-
tore does not awn to be significant.

12



n.

Analysis of the ccepleted questionnaires indicated that some respon-
dents dii not respond to each of the 599 teak items. In some cases a
section or page was missei, perhaps inadvertently. A few respondents
responded enly to tasks the performed; 1.e., they checked "yes" and not
"no" as revanitcd, A blank (no response) item was not recorded as either
a "yes" or "no" but was considered a non-response. Therefore, the number
of respondents (N) for some teak items varies between 663 and 620.

The questionnaire contained one question that directed the respon-
dents to classify themselves in WO of six broad job categories noted
below. Specific job titles we 'g used as examples for each broad category.
Project personnel checked each csi:Jetted instrument to make sure that the
job ostegcry checked had some relationthip to the tasks performed by each
respondent. In a few cases; it ties necessary to decide in which category
respondents belonged because of (a) non-esponse, (b) checking of two
categories, or (c) an obvious error. Of the 663 total respondents, 92
wore supervisory personnel, 162 were secretarial or stenographic person-
nel, 230 teem clerical personnel, 131 ware bookkeeping personnel, 28 were
business =whine operators, and 20 were data processing personnel,

;resultant of Data

The completed questionnairas were coded using a five-digit number.
The first two digits represented the industry (SIC), the third digit
represented the "axe of office," and the last two digits represented
the Identification number within a specific SIC size category. (No more
than 100 instruments were returned for any cell in a given SIC.)

The code number, personal data, and the task responaes ultra coded
on nark-sense sheets. Each questionnaire required thirteen sheets. IRK
cards were punched directly from the mark-sense sheets, and a printout
(raw listfta) vas obtained. Some inadequate nark sensing and a few
double punches caused some inaccuracies. The necessary corrections were
made, and another printout verified that the data were correct. A key-
punch and verifying process probably would have been more efficient.
Two programs, Cross I and Cross III, ware ,edified for processing data
by the IBM 360/67. Computer language used was Fortran IV, II Level,

Hvootheseu Tests

Prier to developing the task frequency listings, it was necessary
to know if the procedure in sampling was justified; that is, do office
employees in different industries and in various sixes of offices perform
some dilsintlar tasks?

One null hypothesis stated that there way no significant difference
in the tasks performed by office employees in the various industrial (SIC)
categories. The alternate hypothesis stated that there was a significant
difference in the tasks performed by office employees in the various in
dustrial (SIC) categories.

13



chi- square test for significance of proportions in k indspendent
samples was used to test the null hypothesis at 3 par cart (.3V
level (6:175-179). It was applied to each of the 599 tasks. The
number of respondents was 654 as the nine cases in Agriculture, Wining,
and Construction were deleted because responses were too few to be rop-
resentative. Responses im the Railroad category war* combined with those
in Tranaportstion. The State Education and Local Education categories
also were combined. The chi-square test used and one of the 599 chi
aquas* tables are shown in Appendix N.

The null hypothesis was rejected at the .05 level and the alternate
hypothesis accepted. Of the 599 tasks, 417 tasks were performed by sig-
nificantly different proportions of office employees in the various
industrial classifications, That is, 417 tasks were significant at the
.05 level or higher. This represented 69.5 per cent of the total number
of tasks tested.

The second null hypothesis stated that there vas no significant
difference in the tasks performed by office employees working in small,
or large offices. The alternate hypothesis stated that there was a
sisnificant difference in the tasks performed by office; employees wort
ing in small or large offices.

A chi- square test for independent proportions was used to test the
null hypothesis at the .05 level (4:204). A small office was defined
to correspond with the small-office size (1-4) used in the sample. Large

offices included those in the sample's large (50-99), X large (100-299),
and XX large (300+) sizes of offices. The sample's medium (5-49) size
of office was not used in the test since the purpose was to test for sig-
nificance of differences between clearly defined small and large offices.

The maxima number of respordents fcr the chi-square test vas 252
(Small m 128 sod Large 124). Only the private enterprise sector was
used to test this hypothesis. As previously discussed, certain problems
were encountered in the governmental and education sectors in identify-

ing the "size-of-office" populations. The chi-square test used and one
of the 599 Wars that appeared in the printout are shown in Appendix N.

The null hypothesis was rejected at the .05 level and the alternate
hypothesis cfmapiOre the.399:1fiski, 333 were performed by a signif-
icantly different proportion of office employees working in small and
large offices; that is, 311 tasks were significant at the .05 level or
higher. This represented 51.8 per cent of the total number of tasks
tested.

14



Motive showing Percentages of Workers Performingatik

Stratifying the sample both by industries ($ C) and size of office

made the computer program more complex. For each A the 599 talk items,

a "per cent of ri.)sponse" was determined. It was necnsasry to know both

the total number of workers who alas sted to a task it and the number

who responded "yase As previouely noted, there was a variance of up

to 40 respondents (N) for a givell item.

Each "yes" response to a task item was assigned the value of one

(1.0) in the private enterprise sector. However, in the governmental

and education sectors the assigned value was .85; that is, in those

categories the value of each "vas" response was reduced by 415 for the

computer operations. The reams for this decision are enumerated below:

1. Eased on the nom, 65.5 per cent of the returns were to be
from private enterprise; 35.5 per cent were to be from govern-

ment and education. (The actual distribution was 62.8 per cent

to private enterprise and 37.2 per cent to government and

education.)

2. The private enterprise return was 80.3 per cent; the governmental

and education return was 96.8 per cent.

3. The possibility of a bias in the governmental sector (discusse d

in the MODEL, pp. 20-21) was evident because of discrepancies

between census data and SIC classifications. It is possible

that the office population in certain types of governmental

functions WIS overestimated.

4. There were not enough returns desired or obtained from some

cells of the matrix (Appendix I) to apply a weighting scheme to

each cell. (The representation of an entire cell by a singlc

response is statistically indaensible.)

5. Statistical consultants unanimously agreed that it would be

more accurate to reduce the value of the govermsnntal returns
than to lucrease the value of private enterprise returns to a
dimension greater than one (1.0).

AM1110161111611mr..110....MM.M
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The actual percentage responding "yes" to a given item does not
change as a result of reducing its value to .85 if the value assigned
to each respondent is also reduced to ,35. For example:

Wilds

100 total respondents to an item 100 x .85 85

57 chock "yes" 57 x .85 48.45

57 * 1 0 0 .57 o r 572 48.45 * 85 a .57 or 57X

eyeltM", r'7"`

As previously noted, respondents were asked to place themselves in
one of six broad job categories. As an illustration, one of the 599
tasks is listed below ass it was printed out. (The teak is "Type display
or decorative type copy.")

RESPONDENTS TO A GIVEN TASK
(Frequency count)

Spvsr Sec/Sieno,. Clem' 3Eke Bus Mach D.P. "Intel
Rev 9.00 40.95 29.85 10.00 1.00, 0.00 90.80

No 79.65 114.40 183.95 108.80 23.95 19.25 530.00

Total 38.65 155.35 213.80 118.80 19.23 620.80

COLUMN NRCENTAGE
(Per cent of "Yes" and "No" Reapondents

by Job Classification)

*for Sea/Bieno Clef Bkkg Bus.Nith DaZi.
Yea 10.2 26.4 14.0 8.4 4.0 0.9
No 89.8 7'3.6 86.0 91.6 96.0 100.0

Total 100.0 100.0 100.E 300_0 100.0 100.0

As the tables %o we printed by computer, cards were punched with the
percentage applicablc for each of the six job categories and the overall

(composite). For example, the overall task performance percentage for
the item illustrated in the "RESPONDENTS" table was obtained by dividi
90.80 by 620.80. The result is 14.6 per cent. This means that 14.6 per

cent of all office employees in the sample perform the task. The percent-

ages for each of the six broad job categories came directly from the

"COLUMN PERCENTAM" table. For the performance listings, the perctuilabes
were rounded to the nearest whole pe... cent. For example, thy: table shows

that 10 per cent of the supervisory personnel perform the task; 26 per cent
of the secretarial/stenographic personnel perform the task, etc.

16
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The punched cards were ranked in descending order of percentages of

workers performing tasks. This provided an overall (composite) work
profile 'and profiles for each of the six broad job categories. Appendix 0

shows the dew :ending rank order for the composite as well as the per cent

of "yes'" responses for each task item by job category.

Background data (sex, age, experience, etc.) were also computed for

the composite and the six job categories. These data will be utilised

in a forthcoming report.

The wording of certain questions was such that it was impossible

to determine (a) the percentage of *face employeesidn)aetuslly use a

typewriter and (b) the percentage of office employees who actually write

shorthand. It was necessary to extrapolate these data from the question-

naires.

The RESULTS AND FINDINGS section presents the composite profile

shoring percentages of workers performing all tasks and similar profiles

for the six job categories. In the six job category profiles, only those

tasks performed by 20 per cent or more of the respondents by (a) task

category and (b) job classification are ranked.

RESULTS AND FINDINGS

Individual office task items have been clustered r.thin major

categories of tasks (typeriting, filing, mailing, etc.) to provide

Composite Clusters of Tasks performed by employees. Those same items

have also been clustered within six broad categories of office work:

supervisory, secretarial-stenographic, clerical, bookkeeping-accounting,

business machine operators, and data processing. These clusters show

the major types of tasks performed by workers is each occupational
category.

Within each category, tasks performed are listed in rank order,

determined by the percentage of respondents checking "yes." Renee, in
the Composite Clusters, "Type postal cards" is followed by two numbers,

"20.0" and "41." The first number shows that this task item ranks
twentieth among the 69 typewriting tasks identified by the study. The
second number shows that 41 per cent of all respondents performed the
task of typing postal cards one or more times within the past two years.

Task items comprising the Composite Clusters are also grouped in
five frequency-of-performance groups. Group 1 items are those performed
by 80 per cent or more of respondents. Group 5 items are those performed
by 19 per cent or less of respondents. The other three groups include
tasks performed by percentages of workers ranging from 20 to 79.

17



These data on percentages of workers performing tasks do not provide
information about the relative importance of the task, portions of
worker time used for its performance, or the levels of ability involved
in its performance.

Due to the largo number of tasks checked by fewer than 20 per cent
of the respondents, Group 5 tasks have been omitted from the rank list-
ings under the six occupational clusters. Any Group 5 item within any
occupational cluster, however, can be ascertained from the straight-rank
listing for all tasks shown in Appendix 0. An analysis of the tasks
performed by 20 per cent or more of the respondents, by job category and
task category is located in Appendix P.
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PERCENTAGES OF ALL

OFFICE WORKERS IN TIM SAWLE

PERFORMING TASNS

(Composite)
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PERCENTAGES OF ALL WORKERS PEFANIMING
TYPEWRITING TASK

Group 1 - Tasks rformed by 80% or more

mm.114
Type addresses on envelopes and/or cards

Type carbon copies

Group 2,- Tasks performed, b 79t to 60% of

respondents,

Proofread typewritte41 copy

Type business letters
Erase original copies
Erase carbon copies
Type memorandums
Type and/or rule tabular material (tables,

columns, rows of figures)
Type fins' copy from rough-draft copy

Type labels individually
Type cards (index cards, file cards,

"address finder" cards, etc.)
Type copy from unarranged copy
Type manuscripts and/or reports
Type fill-ins on duplicated letters or

bulletins (form letters, etc.)
Compose copy at the typewriter

Grouj3- Tasks rformed b S9% to 40% of

TOS

Select or order typewriting supplies and

equipment (ribbons, erasers, etc.)

Select or order proper typewriting paper

end carbon paper
Mike corrections with Tip OK, Ko-rectype,

etc. (requires no erasing)
Type in online form
Type postal cards
Type information on continuous roll tape

(gummed, back or self-sealing back)

20
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Times
Mentioned
(Per Cwt

1.0 $7
2.0 80

3.0 78

4.0 77

5.5 74

5,S 74

7.0 72

9.0 69
9.0 69
9.0 69

11.0 68

12.0 64
13.5 62

13.5 62
15.0 60

16.0 54

17.0 SO

18.0 48
19.0 45

2040 41

21.0 40



TYPEWRITING TASKS CONTINUED Times
Mentioned

Ing2.1. Tasks mformed y 39% t3 20% of Rank ,(Per Cent)

respo ndents

Prepare ruled business form 22.S 34

Type minutes or reports of sestinas 22.5 34

Type and correct spirit masters (e,g.,
Ditto Masters) 24.0 33

Take dictation at the typewriter (type
dictation as employer dictates) 25.5 32

Type on printed personnel forms 25.5 32

Type and correct stencils (Mimeograph
process) 27.0 31

Type on printed purchase requisitions 28.0 30

Type on printed purchase orders 29.5 29

Type on printed checks 29.5 29

Type on printed invoices 31.5 25

Type on printed monthly statements 31.5 25

Type on printed telegrams 33.5 24

Type on printed payroll time sheets 33.5 24

Type and correct offset masters (mats or
multilith) 36.5 22

Type budgets 36.5 22

Type on printed vouchers 36.5 22

Type on printed receipts 36.5 22

Type balance sheets

impl, - Tasks performed by less than 20% of

39.0 20

rdspandents

Type on printed W-2 tax forms 40.0 19

Type agreements 41,5 18

Type on printed credit memorandums 41.5 18

Type copy where all lines end even on ti'e
right margin (justifying) 43.0 17

Type acknowledgments 44.5 16

Type on printed tax returns 44.5 16

Type profit and loss statements 46.5 15

Use proofreading symbols 46.5 15

Type affidavits 49.0 14

Type insurance forms 49.0 14

Type on printed credit inquiries 49.0 14

Type sales contracts 52.5 13

Type display or decorative type copy 52.5 13

Type on printed news releases
Type on printed quotation!

52.5
52.5

13
13

Type on printed shipping orders 55.0 12
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MERITING TASKS CONTINUED

IVA

Times
Mentioned
,(Per Cent)

Type lesies £1.0 11
Type on printed bills of sale 57.0 11
Type on printed promissory notes 57.0 11

Type bank reconciliations 59.0 10
Type real estate papers 60.0 7
Type powers of attorney 62.0
Type mortgages 62.0
Type on printed sales quotas and graphs 62.0
Type deeds 65.0
Type incorporation papers 65.0
Type insurance policies 65.0
Type proxies 67.0
Typo wills and probate papers 68.5
Type litigation papers 68.5

22
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PERCENTAGES OF ALL WORKERS OPERATING
OFFICE MACHINES Al D EQUIPMENT

- Tasks rformed by 80% or more
re is

Operate typewriter* MS: Xl% use manuals
mcgy; 17% use electrics aggz; 43% use
bablmanuals and electrics

ama- Tasks rformed b 79% to 60% off
re ents

Operate 10-key adding machine
Operate copying machine (e.g., Xerox,

Thermofax, etc.)
Operate paper punch
Operate paper cutter

Group 3 -leaks alarmed by 59% to 40% of
re is

None

Group 4,- Tasks rformel
TO ts

Rank

Times
Mentioned
(Per Cent)

1.0 91

2.0 76

3.0 70
4.0 6?

S.0 60

Operate rotary calculator (e.g., Monroe
CSA-10, =Merchant 10-04, Friden COG
etc.) 6.0 39

Operate Intercom 7.0 37
Operate spirit duplicator (e.g., Ditto) 8.0 2S
Operate mailing meter (postage meterl 9.0 23
Operate stencil duplicator (e.g.,

mimeograph) 10.0 22

*This item did not specifically appear in questionnaire. The 91% figure
represents a composite of three questionnaire items: "operate manual
typewriter," "operate electric typewriter (standard)," and "operate IBM
Executive typewriter." The original data seemed to indicate that the
respondents did not differentiate between a standard electric and an IBM
Executive typewriter.
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OFFICE MACHINES CONTINUED

Operate full keyboard adding-listing
machine

Operate check writer protector

Group 5- Tasks formed by less than 20% of

111UWALla

Operate printing calculator
Operate transcribing machine (Dictaphone,

IBM Executary, etc.)
Operate nuibering machine
Operate mailing sealer
Service office machines and equipment

(minor repairing)
Operate addressograph
Operate public-address system
Operate switchboard (PBX)
Operate dictating machine
Operate cash register
Operate bookkeeping machine
Operate electric stapler
Operate tape recorder
Operate teletype
Operate ker. plinth

Use illuminated drawirg board (e.g.,
Mimeosecipe, etc.)

Op to key-,,,riven calwlator
Operate microfilm reader
Operate automatic co7iletor
Operate billing machine
Operate sorter
Operate offset duplicator (e.g.,

multilit0)
Operate facsimile machine
Operate fOldtvg machine
Operate automatic latter opener
Operate to machine
Operate electronic calculator (e.g.,

Friden 132 Electronic Calculator)
Operate photographic camera
Operate microfilm reproducer
Operate microfilm recorder
Operate check signing maChine
Operate film, filmstrip, or slide

projector

24

Rank

Times
Mentioned
gar Cent)

11.0 21
12.0 20

14.0 19

14.0 19
14.0 19
16.0 15

17.0 14

18,0 12
19.0 11

21.0 10
21.0 1U
21.0 13
24.0 8
24.0 8
24.0 8
27.0 7
27.0 7

27.0 7
30.0 6
30.0 6
30.0 6
34.5 5

34.; 5

34.5 5

34.5 5
34.5 5
44.5 5
41.0 4

41.0 4
41.0 4
41.0 4
41.0 4
41.0 4

41.0 4



OFFICE MACHINES CONTINUED Times
Mentioned

EA per Cepa

Operate card verifier 48.0 3
Operate computer 48.0 3
Operate burster machine 48.0 3
Operate tying machine 48.0 3
Operate embossing mach;:ne (C164photype) 45.0 5
Operate change-asking **chine 48.0 3
Operate elevator (not self-service) 48.0 3
Operate automatic typewriter (katotypizt,

Rebotype, IBM Magnetic tape machine,
etc.) 56.0 2

Operate gang punch 56,0 2
Operate accounting machine 56.0 2
Operate motorized filing equipment 56.0 2

Operate de-collator 504 2
Operate binding machine 56.0 2
Operate paper shredder 56.0 2
Operate laminating machine 56.0 2
Operate overhead projec%or 56.0 2
Operate Vari-typer 63,0 1

Operate Justcruiter 63.0 I

Operate Flemwriter 63.0 1

Operate inserter (stuffing machine) 63.0 1

Operate Cerlox machine 63.0 1
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PERUNTAGES OF ALL WORKEFS TAKING
DICTATION AND TRANSCRIBING

Tasks rforaed bx2212L.mire
res is

None

None

Tasks arfo b 79% to 60% of,

Earn nts

Gperformed by 59% tcl 40% ofmel - Tasks
res ts

None

Grog) 4 - Tasks rforme b 39% to 20% of
re

Times
Mentioned

Rank (Per Cent)

Write shorthand (any system)* 1.0 32

Take dictation over the telephone 2.0 29

Transcribe (type) from shorthand outlines 3.0 27

Write shorthand from two or more dictators
(but only one at a time) 4.0 22

Transcribe (t) from recorded media--belt,
disc, etc. (e.g., UM Executory, Dicta-
phone, Stenorette, otc.) NOTE: 13% write
shorthand and transi:ribe from recorded
media; 7% transcribes from recorded media
via. 5.0 20

Giii..1 - Tasks erforaed Tv. less than 20% of
respon is

Write group proceedings and/or conferences in
shorthand 6.0 13

Write shorthand from only one dictator* 7.0 8

111111111110111111111110

*These items did not specifically appear in questionnaire. It was

necessary to extrapolate these deli.
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DICTATION AND TRANSCIADING CON' INUF.D

Transcribe (type) from shorthand machine
tape (e.g., Stenograph)

Operate shorthand machine (e.g.,.
Stenograph) 9.0

Timms
Mentioned

Rank per Cent),

4



PERCENTAGES OF ALL WORKERS PERFORMING
MAILING TASKS

rzsandents,

Address letters, packages, etc.
Insert letters in envelopes
Fold letters

itVE1* performed
respondents

Seal envelopes (manually)
Open mail
Take mail to mail room or mail box
Mark, attach, or enclose materials for

outgoing mail
Read incoming mail
Sort nail (for different persons)
Forward or distribute mail

9m2.2.- nal.perfornethy S9% to 40% of

11229"nta

Stamp envelopes (manually)
Pick up mail (leave desk to obtain)
Sign for Registered Mail
Sort mail (in priority order)
Read outgoing mail to check up on infor-

mation, etc.
Make notes on incoming nail which superior

should see
Wrap and tie packages
Attach pertinent correspondence to incomini

mail for superior to refresh his memory
Sign boss's mail (his signature)
Take sail to post office
Have mail registered or certified
Calculate postal rates (parcel post, bulk,

1st class, etc.)
Stuff, bundle, sort, and/or *A'hbel outgoing

bulk mail

28

Rank

Times
Mentioned

ingLali

1.0 86
2.0 82
3.0 80

4.0 77
5.0 73
6.0 72

7.0 71

8.0 70

9.0 65
10.0 64

11.0 56
12.0 55

13.0 57
14.0 SC

15.0 48

16.S 46
16.5 46

18.5 45
18.5 45
20.0 43

21.0 41

22.5 40

22.5 40



MAILING TASKS CONTINUED

Gwal - Tasks rfornedbanto 20% of
scents

Purchase postage
Stamp incoming sail (as to date, time,

etc.)
Make up nailing list
Revise nailing list
Check mailing list
Have sail insured
Distribute mailing list
Obtain mailing natarlal from post office

(certified and registered mail stickers,
rate sheets, etc.)

Trace nail

cams. Tasks rforned b less than 20% of

?OS RtS

Log incoming mail (in regular book)
Use fmankintepernit privileges (right to

send free sail)
Keep postage meter record
Recall mail from post office
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Rank

Times
Mentioned
(Per Cent)

24.0 38

25.5 37
25.5 37
27.0 35
28.0 34
29.0 30
30.0 23

31.0 21

32.0 20

33.0 17

34.0 16
35,0 14

36.0 8
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PERCENTAGES OF ALL WORKERS PERFORMING
PILING TASKS

Engail Tasks rforn...r more

Get materials from files
Sort materials for filing

gmla - Tasks rformed by 79% to 601 of

Pico folders and folder titles for files
(labels) .

Search for lost materials
Transfer records to inactive files
Vile materials by name of person
Revise files
Pile materials by topic or subject
Keep card indexes anxious kinds
Handle classified or confidential files
File materials by nuiber

ILMIL2H Tasks erforaed by 59% to 40% of
resvon is

Dispose of records
File materials by date
Select and/or order filing equipment and

supplies
Control and manage filing system
Hindle cross references
Keep tickler or follow-up files of various

kinds
Follow up released materials
Check out materials from files to employees

ami. Tasks performed by 39% to 70% of
Egpondents.

Install filing system
Assign file numbers
File materials by city, state, or region

Rank

Times
Mentioned

Cent)

1.0

,(Per

90
2.0 84

3.0 77
4.0 75
S.0 74

6.S 68
6.5 68
8.0 65
9.5 61
9,'" 61
11.d 60

12.0 57
14.0 53

14.0 S3
14.0 53
16,0 50

17.0 49

18.0 43
19.0 41

20.0 39
21.0 34
22.0 23
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PILING TASKS CONTD1USD

Keep clipping file (newspapers, magazine
articles, etc.)

Ems . Tasks periforaed byless than 20% of
ts

Keep clipping books (of any type) 24.0 11
Use microfilming equipment 25.0 6
Pile materials by sound (Soundex, etc.) 26.0 4
Use motorized filing equipment 27.0 3
Use magnetic filing equipment 20.0 2

Times
Mentioned

Rank 1Per

23.0 21
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PERCENTAGES OF ALL WORKERS PERFORMING
TELEPHONING AND COMMNICATING TASKS

Group 1, Tasks rformed b 80% or more
TOS ta

Answer telephone
Place telephone calls (local)
Carry out written or oral orders or

instructions of superiors
Place telephone memoranda, messages, etc.,

where employer will see them
Turn telephone calls over to another

department

limit. Tasks zerformed by 79% to 60% of......
respondents

Compose correspondence
Place telephone calls (long distance)
Give oral directions to other office

workers

Group 3 - Tasks rformedly.22%.to 40% of
res is

Compose business reports of on, kind
Compose written directions to other office

workers
Screen employer's calls
Receive telegrams and/or cablegrams

Group 41* Tasks performed by
respondents

Send telegrams and/or cablegrams
Maintain record of long distance 'malls
Decide on least expensive and/ot most

desirable way to communioAtte (telegram,
long distance call, 40;44
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Times
Mentioned

Rank (Per Cent),

1.0 95
2.0 92

3.0 86

4.0 84

5.0 83

6.0 74
7.0 73

3.0 68

9.0 SO

10.5 49
10.5 49
12.0 45

13.0 37
14.5 29

14.5 29



TELEPHONING AND COMMUNICATING TASKS CONTINUED Times
Mentioned

9.12221e Tasks erfo ated bzless than 20% of

213 11

Rank P41123:Cent

Arrange for and/or cancel newspaper or
magazine advertising 16.0 17

Compose news items or magazine articles

(newspapers, trade pOblicstions, house

organs, etc.) 17.5 13

Give oral presentations (roports, speeches,

etc.) 17.5 13

Compose legal papers 19.0 12

Give dictation to other office workers 20.0 10

Figure cost of telegrams, long distance
calls, etc. 21.0 9

Conduct meetings 22.0 8

Prepare audio-visual materials (trans-

parencies, tape recordings, etc.) 23.0 7

Code telegrams and/or cablegrams 24.5 3

De -code telegrams and/or cablegrams 24.5 3
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PERCENTAGES OP ALL WORKERS PERPOWING
=RICA TASKS

- Tasks rme
gyros

or more
is

LOOk tit names and addresses

Tines
Mentioned

Rfnk aveznt

1.0 80

gatel 'Tasks armed b 77 94.r.tfEo 1k of

res is

Arrange papers or articles on your own and/or
your employer's desk 2.0 79

Cut materials (scissors, paper cutter, etc.) 3.5 75

Look over notes and memos for the dry 3.S 75

Chg./4 on supplies (for re-ordering
purposes) S.0 74

*Ake notes for nut day's work 6.0 73

Assemble and staple duplicated materiels 7.5 72

Change calendar daily 7.5 72

Order supplies of various kinds for the
office (from suppliers or central supply
&portant) 9.0 6S

Send out notices of any type 10.0 63
Compare copy (one copy with another copy) 11.0 61

Protect valuable and confidential
materials 12.0 60

Tasks performed by 59% to 40. of

Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.) 13.0 SS

Compile periodic reports 14.0 56
Get lab/relation from various departments

needed for correspondence 1545 SS
Change dates on rubber stamps or time

stem machine daily 15,S SS

Make out requisitions 17.0 52

Distribute supplies 18.0 SO
Inspect material received for completeness,

damages, etc.) 19.5 49
Count items 19.5 49
Work with records of tine and time cards 21.0 47
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CLERICAL TASKS CO/iTINUED

1111111MININIMPRIPIPIPPIRMIMPIMPIIIIPIII

Times
Mentioned

Rank lakfCsa

Make thongs 240 44

Gather data to fill out questionnaires 25.0 41

Post notices Z4.0 40

Groual- Tasks ormedbz 30 to 20% of
res is

Check money orders, checks, etc., as to
amounts, dates, signatures, etc. 25.0 39

Take inventory 26.0 38

Get quotations on *wiles (from
supplier) 27.5 37

Dust employer's desk and keep employer's
desk neat 27.5 37

Route shipments of materials (within
office, between departments, e.v.) 3095 35

Keep daily attendance of emplcyttes 30.5 35

Keep office mantl or :instruction book

for employees 30.5 35

Review unrnished business file 30.5 35

Check up on observance of various laws
(in connection with work) .33.0 33

Make preparations for meetings 34,0 30

Place daily newspapers, magazines, etc.,
on employer's desk 35.0 20

Keep calendar marked with appointments for

Imployor at his desk 36.5 28

weigh items 36.5 28

Make out accident reports for self or
other workers 38.0 27

Anticipate needs of employer as to records,
papers, etc., needed on trips, for

interviews, etc. 39.0 26

Check personnel of committees 0111103,
addresses, etc.) 40.5 24

Keep records on maps or charts (sales
records, etc.) 40.5 24

Obtain trip reservations and/or tiets
for employer 42.5 22

Renew newspaper and magazine subscriptions 42.5 22

Make hotel reservations for employer 44.5 20

Prepare signs, posters, or other graphic
materials 44.5 20
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CLERICAL TASKS CONTINUED Times
Mentioned

R 1c (dergeti

Make change 22.0 44
Gather data to fill out questionnaires 23.0 41
Post notices 24.0 40

acou214 - TasicthWas...xed b TA to 20% of
yes is

Check money orders, checks, etc., as to
amounts, dates, signatures, etc. 25.0 39

Take inventory 26.0 55
Get quotations on supplies (from

supplier) 27.5 37
Dust employer's desk and keep employer's

desk neat 27.5 37
Route shipments of mateztals (within

office, between departments, etc.) 30.5 35
Keep daily attendance of employees 30.5 35
Keep office manual or instruction book

for employees 30.5 35
Review unfinished business file 30.5 35
Cho* up on observance of various laws

(n connection with work) 33.0 33
Make preparations for meetings 34.0 30
Place daily newspapers, magazines, etc.,

on employees desk 35.0 29
Keep calendar smirked with appointments for

employer at his desk 36.5 23
Neigh items 36.5 25
Make out accident reports for senior

other workers 38.0 27
Anticipate needs of employer as to records,

papers, etc., needed on trips, for
interviews, etc. 39.0 26

Check personnel of committees (names,
addresses, etc.) 40.5 24

Keep records on naps or charts (sales
records, etc.) 404 24

Obtain trip reservations and/or tickets
for employer 41:.5 22

Renew newspaper and magazine subscriptions 42,S 22
Make hotel reservations for employer 44.5 20
Prepare signs, posters, or other graphic

materials 44.S 20
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CLERICAL TASKS CONTINUED Times
Miaow od

Group S Tasks performed by less than 20% of Rank Per S

Scan newspapers, magazines, trade journals,
for employer marking items of interest to
his 47.0 19

Make out shipping instructions (outdoing
shipments) 47.0 19

Prepare agenda for meetings 47.0 19

Approve requisitions made out by others SO.S 1$

Check tally sheets on various jobs 50.S 18

Revise stock list 50.5 18

Have legal papers recorded 50.5 18

Make arrangements for freight, express,
etc. 53.0 17

Maintain incoming and outgoing correspondence
register 54.5 15

Record daily shipments 54.5 15

Revise catalogs 56.0 13

Make out day's schedule for employer 57.0 12

Make out itinerary or schedule for
employer's trips S8.,5 11

Secure government permits of various kinds
(buildings, tax, etc.) SILS 11

Do work involving customs, tariff regula-
tions, etc. 60.0 10

Act as notary public 61.5 7

Keep record of territory asaigned salesmen 61,5 7

Obtain information and papers for foreign
travel for employer 63.5 4

Apply for passports or visas for employer 63.5 4



PERCENTAGES OF ALL WORKERS
SECURING DATA

Tasks erfonletmore
res CMS

Use telephone directory
Use dictionary

Tasks orrAd b 79b to 60b of
res ents

Use company manuals
Use office manuals

gma - Tasks oriseilf.
re is

Use U. S. Zip Code Directory
Use city directory
Use other reference books or manuals not

listed here
Use maps

Group 4,- Tasks performed br 39% to 20% of
respondents

Use secretarial handbook
Use technical manuals
Use newspapers
Use U. S. Postal Manual (postage rates,

types of mail)
Use magazines
Use synonym books, thesaurus
Use atlas
Use timetables CR.R., airlines, etc.)
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Rank

Times
Mentioned

Per Csntt1

1.0 9S
2.0 86

3.0 64
4.0 62

5.0 S6
6.0 S1

7.0 47
8.0 42

9.0 37
10,5 34
10.5 34

12,0 Si
13.0 29
14.0 22
1S.0 21
16.0 20



SECURING DATA CONTINUED Times
Mentioned

SEES -Tasks rformed b less than 20% of Rank (Per Cent)

ices ts

USe library card indexes 17.0 13

Use encyclopedia 18.0 12

We hotel reference books 19.0 8

Use almanac 20.0 7

Use Reader's Guide to Periodic Literature 21.0 4
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PERCENTAGES OF ALL WORKERS USING
MATHEMATICS

Times
Mentioned

gilmji - Tasks as formed by 80% or more Rank Mr Coll
rem ants

Use addition 1,0 95

Use subtraction 2.0 93
Use multiplication 3.0 69

Use division 4.0 87
Add long columns of figures 5.0 81

cm2.. Tasks ormed,,by 79% to 60% of
respo tents

Use decimals
Use fractions

11291.3- Tasks ormed by S9% to 40% of
TOS is

6.0 77
7.0 58

Convert fractions to decimals 8.0 53
Convert decimals to fractions 9.0 47

Compute percentage problems 10.0 46

Groin - Tatsklarf122012...ormed i
respondents

Compute sales tax 11.0 37

Compute trade and cash discount 12.0 26

Compute interest charges 13.0 23

Group S - Tasks performed by le ss than 20% of

res ts

Compute amount and per cent of markup or loss 14.0 16

Compute insurance premiums (life, medical,
retirement, etc.) 15.5 12

Compute property and/or income taxes 15.5 12

Work with reciprocals 17.0 11

Compute dividends 18.0 9
Compute foreign monies figures 19.0 7

Convert figures to metric system 20.0 4
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PERCENTAGES OP ALL WORKERS PERFORMING
FINANCIAL AND RECORDKEPING TASKS

Grasp 1 Tasks rformed 1.2.80% or more
re

None

gml Tasks rforme60% of
res is

Nom

Group 3 Tasks formed b 59% to 40% of
now is

Keep books and/or ledgers for any purpose 1.0 45
Mike journal entries (any typo of journal) 2.0 44
Check bills and/or invoices (verify

extensions: etc.) 3.0 42
Write receipts 4.0 41
Keep current files of invoices and purchase

orders 5.0 40

Times
Mentioned

Rank Per SJent

4 - Tasks mood by 39% to 20% of
res ts

Make entries in special journals (Cash Receipts,
Sales, Cash Payment, Purchases, etc.) 6.0 38

Deposit checks and/or cash in bank or
cashier's office 7.0 36

Take orders for various goods or services
(in person or by *one) 8,5 34

'trite checks (for any purpose as a part i
your job) 8.5 34

OK bills of any kind 10.0 33
Cash checks MC 31
Give checks to employer for signature 12J 29
Act as cashier or teller 13.0 28
Post (transfer) curies from journals to

a ledger (gray'," of accounts) 15.0 27
Use ledger accounts with' -rbalanceu allure

(balance fore) 15.0 27



FINANCIAL AND RE KEEPING TASKS CCNTIMIIED Times
Mentioned

Rank (Per Cant)

Maintain payroll register (all employees
listed) 15.0 27

Compute payrolls for employees 18.0 26

Compile statistical data 18.0 26

Apply for group insurance l'has an employee) 18.0 26

Make "General Journal" entries 21.5 25

Work with subsidiary ledger (accounts
receivable, accounts payable, etc.) 21.5 25

Endorse checks 21.5 25

Prove cash daily 21.5 25

Take care of checkbook and stubs 24.5 24

Keep cash mown 24.5 24

Reconcile bank statement 26.5 23
Keep petty cash account 26.5 23
Calculate deductions (Income Tax, FICA,

Insurance, etc.) 29.5 22
Maintain individual employee,s earnings

records 29.5 22
Send out invoices for payment due (on

contract, etc.) 29.5 22

Take care of bankbook 29.5 22
Maintain price lists and make necessary

changes 33.0 21

Figure extensions 33.0 21

Make petty cub payments 33.0 21

Write checks for payroll 36.0 20

Sell various goods or services; 36.0 20

Use check register 36.0 20

- Tasks performed less than 20%
is

Prepare Worksheet 40.0 19

Total weekly or monthly sales 40.0 N
Make out monthly statements (for services

rendered, goods sold, etc.) 40.0 14

Keep track of bad debts 40.0 19

Cart wavy to verify cash register
return 40.0 19

Make "Conbined Journal" entries 43.5 18
Handle collection of outstanding debts

(accounts receivable) 43.f) 18
Make entries directly to accounts if

business daos not use Journals 45.5 17
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED Times
Mentioned

Rank 2174 Cent

Prepare sales slips 45.5 17
Prepare a Trial Balance at end of moth or

fiscal period (prove equality in ledger) 49.5 /4
Record time clock data on payroll forms 49.5 16
Mike out withholding tax statements St end

of year (N-2 form) 49.5 16
Keep FICA tax vecords (Sociel security) 49.5 16
Maintain file of W-4 forms 49.5 16
Prepare voudheys for traveling expense; 49.5 16
Keep state and/or Federal Government

income tot records 54.r, 15
Look up ow. check on financial ratings of

custamers or employees 54!/.0 15
Sign elecks f)400 15
Prepare Balance Sheet 59.0 14

Prepare adjusting entries 59.0 14

Make out reports for state and/or Federal
Goverment pertaining to B 4 0 tax,
FUTA taxio FICA text income tax, state
unemployment tax, state industrial tax,
or sales tax 59.0 14

Figure inventory 59.0 14
Send out credit memos for goods returned,

etc. 59.0 14
Age the acomnts receivable 59.0 14
Prepare accounting data for transmittal to

computer center 59.0 14
Make lists of employees for income tax

purposes (salaries, etc.) 64.6 13
Record inventory records in proper forms 64.0 13
Chart data 64.0 13
Prepare closing entries 69.5 12
Close ledger accounts 69.5 12
Keep state unemployment tax records 69.5 12
Keep state industrial insurance records 69.5 12
Keep state sales tax records 69.5 12
Work-in connection with other state or

Federal taxes, licenses, permits,
reports, etc. 69.5 12

Keep records of sales exempt from tax 6905 12
Decide charges on work done 69.5 12
Make entries only in journal(s) if business

uses only journal(s) -does not use any
accounts as such 774 11

Prepare reversing entries 77.5 11
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FINANCIAL MO RECONDKEEPING TASKS CONTINUED Times
Mentioned

Rank (Per Ceng.

Rule ledger IICCOUUt3 77.5 11

Post data on daily :gales sheets by
department or employee 77.5 11

Record daily sales in unit control forms 774 11

Make Secisions on discounts allowable 77.5 11

More discount and maturity dates 77.5 11

Nike contract for supplies, services,

etc. 77.5 11

Rule Journals 85.5 10

Keep FUTA tax records (Fed, unemploy-

ment-tax) 85.5 10

Keep books which supply data for income

tax for company, trust, etc. $5.5 10

Work with city and/or county tax
statements 85.5 10

Keep records pertaining to employees

belonging to unioo 85.5 10

Record cash register tapes 85.5 10

Use voucher register 85.5 10

Preps re bids (for contract) 85.5 10

Prep= Profit and Loss Statement
(Income Statement) 93.0 9

Keep B $ 0 tax records 93.0 9

Record stock count information in proper

book (merchandise control) 93.0 9

Assemble and/or interpret cost data 93.0 9

Countersign checks 93.0 9

Collect notes 93.0 9

Nike up budgets 93.0 9

Systematize and record items deductible

from income tax 101.0 a

Work with accruals 101.0 8

Keep wage and sales comparison records 101.0 8

Keep wage and cost comparisons 101.0 a

Keep sales performance records 101.0 8

Keep record of interest-duo dotes 101.0 $

Responsible for notes, renewals, drafts,

etc, 101.0 8

Make lists of contents of office safe

and/or safe deposit box and keep it

up to date 101.0 8

Arrange for insurance policies 101.0 8

Prepare Post-Closing Trial Balance 107.5 7

Compute depreciation 107.5 7
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Tiros
Mentioned

.pi er_ c st

Interpret financial figures into a

simpler statement 107.5 7

Make out household and/or personal
Cheeks gbr employer 1074 7

Determine ratios other than current
ratios or acid-test ratios 114.5 6

Bstablish depreciation schedules for

Wilma
Arrange with bank for fonds to be wired

114.5 6

or cabled 114.5 6
Make financial graphs 114.5 6
Taki care ofremployer's personal

insurance (car, life, etc.) 11.4.5 6

Obtain credit cards for employer 114.5 6
Keep list of credit card numbers 114.5 6

144Pospums (insurance, etc.) 114.5 6
OK movably group insurance bills 114.5 6
Figur' insurance rates 114.5 6
Prepare salesmen's commission statements 120.0 r4

Proparo Capital Statement 123.5 4

Determine current ratio 123.5 4

Get letters of credit from banks 123.S 4
Make lint of personal stocks, notes,

collateral, etc. (employer's) 123.3 4

Keep lists of employees personal property

up to date 123.5 4

Work on quarterly or avowal dividends 123.5 4
Prepare income tax return for company*

trust, etc. 130.5 3

Purchase traveler's checks for employer 130.5 3

Use insurance register 130.5 3

Prepare personal income tax return for

employer 130.5 3

Check and mail stock certificates 136.5 3

Issue dividend checks 130.5 3

Make list of securities (for business) 130.5 3
Secure quotations from brokers 130.5 3

Determine acid-test ratios 1384 2

Slake up weekly statement of overdrawn

bank account 1311.5 2

Prepare key-pundhed customer credit record

acharges and payments for transmittal

to computer center
Purchase foreign exchange
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135.5
135.5

2
2



FINANCIAL AND PECORDREIPING TASKS CONTINUED

Arranje for portent of dividends
Nhke dividend lists
Mop filo of maturity dates of
Buy stocks
Prepare cash register stock control tapes

for transmittal to computer doter
Sell stocks
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Rank

133.3
138.5
13$44
131.5

1433
143.5

amplimmeavalallielleele

Times
Motioned
Por Cent

2
2
2
2



PERCENTAGES OP ALL WORKERS PERvonatic
EDITORIAL TASKS

Tiudcs mo$0% re

vs

None

'asks mild by 79% to 60% of

re is

None

awl - Tasks rformed b 59% tc 40% of
is

None

sins pa. Tasks rforamdly 39% to 20% of
re is

Times
Mentioned

Rank ,fPor Cent)

Gather data for reports 1.0 29

Prepare material for printer or publisher 2.0 28

Compile one report /tom numerous small ones 3.0 27

Make arrangements fot centralized department
to, thrliceta sauct411: 4.0 26

Edit letters &netted by employer 5.0 25

Nake arrangements for centralized department
to print motorists 6.0 24

Read legal rulings* current topics, books,
etc. 7.0 21

Gres,1 - lak ke :. storied by less the 20% of
riaor ts

Check printesos "proof cope 8.0 19

Clip and collect magazine articles, news-
papers, etc., of interest 9.0 16

Edit reports, bulletins, etc. 10.5 15

Punctuate articles* manuscripts, etc. 10.5 15

Get information from library 12.0 14
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Nike artabgeoents for centralized
department to bind. materials 13.0 12

Arrange for printed programs 14.5 11

Give news, information, etc., to
reporters 14.5 11

Take care of pUblicity items 16.0 9

Summarize articles, reports, lectures,

etc. 17.0 8

Edit manuscripts 18.5 6

Write advertisements of various kinds

(circular letters, bulletins, newspaper
advertising, etc.) 18.5 6

Prepare pamphlets and catalogs 20.5 S

Writs copy for swappers, 1111121805, etc. 20.5 S

Prepare posters for advertising 25.0 4

Keep scrap backs of various items for

newspapers or magazines 23.0 4

Help plan advertising campaigns 23.0 4

Gather news for various papers, magazines,

etc. 25.0 3

Compile bibliogvaphies 26.5 2

Edit magazine or paper (house organ,
trade magazine, etc.) 26.5 2

Translate letters, articles, etc., from

foreign languages into English 284 1

Translate letters, articles, etc.; free

English into foreign language 211.5 1



PEKENTAGES OP ALL WORKERS MEETING AND WORKING

NTH PEOPLE

Times
:1Jantioned

gmal - Tasks *mid or more Rank O'er Conti.
UM US

Plan work for one's self 1.0 SS
Give information in response to verbal

inquiries 2.0 87
Decide on priority of work for self 3.0

awl - Tasictri of
is

Direct people to proper office or department
Hear complaints in office agld over tele-

phone
NWet callers
Hoke introductions
Nike recommen4ations for improvements of

office procedures, routines, etc.

4.0 78

72
70
67

8.0 62

5.0
6.0
7,0

92432.1 - Teslks performed bap to 40% of
respm&mts

Confer with employer on policy, procedures,
etc. 9.0 56

Instruct new Employees (work procedures, job
orientation, etc.) 10.0 54

Keep imployErt reminded of engagements,
dates, things to do, etc. 11.5 53

Give directions for work to be done (as a
co-worker or supervisor) 11.5 53

Coordinate with other personnel on various
matters for employer 13.0 SO

Nike engagements and appointments for
employer 14.0 45

Plan work for others 15.0 44
"Screen" visitors or people who want to

see your employer 16.0 43
Got *id of cranks, beggars, and other

undesirables 17.0 41
Mick up on unfinished work of other

employees 18.5 40
Handle service calls on equipment 18.5 40
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MEETING AND WORKING WITH PEOPLE CONTINUED Tines
Mentioned

Gimp 4, - Tasks rformed by 39% to 20% of Rank ,der Coal
res

Decide on priority of work for others 20.0 39
Follow up on written notices for meetings

by telephone 21.0 36
Distribute work among other employees

(in a supervisory capacity) 22.0 33
Manage office 23.0 31
Supervise other employees 25.0 30
Round up people for *saints 25.0 30
Counteract false reports which spread in

organization 25.0 30
Assist in plan for entertainments,

receptions, dinners 27.0 25
A,:tend convention3, banquets, or meetings

outside company but relating to cooping
business 28.0 24

Interview and/or recommend applicants for
emkynent 29.5 23

Consult with attorney, tax-examiner,
auditor, etc. 29.5 23

Act as a guide to visitors 31.0 22
Reprimand employees 32,5 20

Approve (OK) customers v checks, charge
purchases, etc. 32.5 20

gml - Tasks Atm byed it_.... less that 20% of
re is

Investigate causes of trouble between
employees 34.5 19

Serve on committees within company 34,S 19

Arrange lunch hours or vacations for
employees 37.0 18

Help with campaigns of various kinds 37.0 18

Render policy decisions on questions
asked by members ne office force 37.0 18

Investigate references, personal or
financial 39.0 17
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MEETING AND WORKING WITH PEOPLE CONTINUED Times
Mentioned

Rank lits Cent).

Make arrangements for guests and visitors

(hotel, entertainment, etc.) 40.0 16

Act as hostess at company-sponsored teas,
coffee hours, parties, etc. 41.0 14

Issue permits for various things 42.0 13

Hire employees 43,5 12

Help organize office ur company committees 43.5 12

Address a meeting of employees 45.0 10

Act for your employer on committees 46.0 9

Administer employment tests 48.0 8

Discharge employees 48.0 8

Travel to make investigations of various
kinds 48.0 8

Teach training class of employees SO.5 7

Secure signers for petitions of various
kinds 50.5 7

Conduct "Exit" interviews 52.5 5

Oversee workmen (carpenters, electricians,
etc.) 52.5 S

Select and/or invite speakers 54.5 4

Arrange itineraries for speakers; salesman,

etc. 54.5 4
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PERCENTAGES OF ALL WORKERS PERFORMING

MISCELLANEOUS TASKS

Grow 1 - Tasks ormAt,110% or more

res ents

None

Grow 2 - Isks performed !gip to 60% of
re ens

Straighten up office

Pust
Run errands

Group.3 - Tasks errformed 59% to 40) of

Timat4

Mentioned
Rank Oper Cent)

1.0 77
2.0 76

3,0 66

Prepare or obtain co 'f or refreshments for

employer or his guests 0.0 48

Clean and oil typewriter 5.5 47

Collect money from office employees for

various purposes 5.5 47

9.229.1 - Tasks ormelA
ties is

Clean and oil office qqatipment other than

typewriter 7.0 31

Arrange physical layout of office, pictures,

furniture, draperies, etc. 8.0 30

Select or order furnishings for office 9.0 29

Advise employer of illnesses, deaths, births,

weddings, etc., of friends 10.0 2$

Purchase flowery, fruit, books, gifts, etc.,

for office 11.0 23

Arrange for disposal of imam equipment 12.0 22
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MISCELLANEOUS TASKS CONTINUFD Times
Mentioned

CIELv.1- Tasks tformedby less than 20% of Rank (Per Cent)

resmr. erts

Write letters oi condolence and congratula-
tion 13.5 18

Keep in touch with legislative activity
that bears on work 13.5 18

Shop .for employer 15.0 17

Send out Christmas cards for employer 17.5 15

Acknowledge letters of condolence and
congratulation 17.5 15

Write suitable cards to accompany gifts,
flowers, etc., sent by employer 17.5 15

Acknowledge invitations 17.5 15

Help with decorations at meetings or
conventions 20.0 13

Keep stock of employer's personal station-
ery, cards, etc., on hand 22.0 12

Purchase Christmas cards, valentines,
birthday cards, etc., for employer 22.0 12

Send out invitations .
22.0 12

Prepare and keep up abstract book or file
folder with excerpts and reprints of
speeches, hints for speeches, data
figures, illustrations, etc. 24.0 9

Make arrangements for repairs on employer's
personal property (car, etc.) 25.0 8

Dress window (window displays) 26.5 6
Keep employer photographs and biographical

information for publicity 26.5 6
Trace maps 28.0 5

Collect stamps for employer, domestic or
foreign 29.0 4

Keep personal diary for employer 30.5 2

Make tracings for blueprints 30.5 2

Assist with laboratory work 32.5 1

Make blueprints 32.5 1
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PERCENTAGES OF

SUPERVISORY WORKERS

PERFORMING TASKS
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PaRCENTAAES OF WaVISORY MINCERS PERFORMING
TYPEWRITING TASKS

9roup k - Tasks performfad by 80% or more
respondents,

None

Grow 2 - Tasks irformed b 79% to 60% of
area

Type addresses on envelopes and/or cards
Proofread typewritten work
'type business letters
Type carbon copies
Select or order typewriting supplies end

equipment (ribbons, erasers, etc.)

EMU -Tasi..............tt....ibmlonstlaltii
res ents

Type memorandums
Erase original copies
Erase carbon copies
Select or order proper typewriting paper

and carbon paper
Type labels individually
Type cords (index cards, file cards, "address

finder" cards, etc.)
Type manuscripts and/or reports
Type amd/or rule tabular material (tables,

columns, rows of figures)
Type copy from unarranged copy
Type final copy from rough-draft copy
Compose copy at the typewriter
Type V11-ins on duplicated letters or

bulletins (form letters, (etc.)

Group 4 - Tasks rformed b 39% to 20% oe
ents

Type postal cards
Type on printed purchase orders
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PRA

'times
tleMioned
,der Cent"

1.0 71

2.0 68
3.0 65
4.0 64

5.0 60

6.5 59
6.5 S9
8.0 58

9.0 56
10.5 49

10.5 49
12.5 48

12.5 48
14.0 47
15.5 46
15,5 46

17.0 42

18.0 36
19.0 35



VPEWRITING TASKS CONTINUED Times
Mentioned

Rank SPer Cella

Make corrections with Tip 0K0 Ko-rectiniN
etc. (requires no erasing) 20.5 34

Type on printed checks 20,5 3
Type in outline form 22.0 33
Type on printed invoices 23.0 29
Prepare ruled business forms 24.5 28
Type on printed monthly statements 24,5 28
Type on printed W-2 to c forms Zi'x'.S. 27
Type on prInted purchase requisitions 26.5 27
Type minutes or repolts of metings 29.5 26
Type on printed treat memorandums 29.5 26
Type on printed personnel forms 29.5 26
Type on printed receipts 29.5 26
Type information on continuous roll tape

(calmed back or self-sealing back) 32.0 25
Type on printed payroll time sheets 33.0 24
Type dictation at the typewriter (type

dictation as employer dictates) 34.5 23
Type on printed tax returns 34.5 23
Type on printed vouchers 36.0 21
Type agreements 31.0 20

55



PERCENTAGES OF SUPERVISORY WORKERS J)P2RATING
OFFICE MACHINES AM EQUIPMENT

Group 1 - Tasks Rerformed by 80% or more
respondents

None

Group 2 - Tasksperformedloy 79% to 60% of
respotra

Operate typewriter* NOTE: 42% pre nanual3
mu; 7% use electrics snly; 29% use both
manuals and electrics

Operate 10-key adding machine

E12.42.3. Tasks erformed b 59% to 40% of
rewiLents

Operate copying machine (e.g., Xerox,
Thermal-1m, etc.)

Operate paper punch
Operate paper cutter

Tasv..7, performed b 39% to 20% of
yespor =As

Operate rotary calculator (e.g., Monroe
CSA-10, SCM Marchant 10-CM, Friden
etc.)

Operate intercom
Operate check writer protector
Operate printing calculator
Operate full keyboard adiing-listing

machine
Operate mailing meter (postage meter)

*See footnote in Composite Clusters section.
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Times
Mentioned

Rank Per Cent

1.0 78
2.0 77

3.0 SS
4.0 47
5.0 45

6.0 39
7.0 33
8.0 32
9.S 25

9.5 25
11.0 20



PEkCENTAGES OF SUPERVISORY WORKERS TAKING
DICTATION AND TRANSCRIBING

All tasks lets than 20 percent,



PERCENTAGES OP SUPERVISORY WAXERS PERFORMING
MAILING TASKS

.Group 1 - Task_ ,,zfornee 'OLIO% or more

imesIts

None

gma. - TapYs.lerformed bypAto 60% of
savEdihts

Times
Mentioned

Rank Per gala

Open mail 1.0 76

Read inconin4 mail 2.0 75

Address totters, packages, etc. 3.0 73

Seal envelopes (manually) 4.0 72

Insert Petters in envelopes 5.0 71

Sign for Registered Mail 6.0 68

Malik, attach, or enclost materials for
outgoing; mail 7.5 67

Fold letters 7.5 67

Stamp envelopes 9.5 61

Read Autgoing mail '0 check up on informa-
tion, etc. 9.5 61

Sort mail (for different persons) 11.0 60

Group 3 - Taskuerformed by.121.to 40% of
Felarsinrs.

Fouward or distribute mail 13.0 57

Take mail to mail room or mail box 13.0 57

Purchase postage 13.0 57
Pick up mail (leave desk to obtain) 15.5 SS

Make notes on incoming mail which superior
should see 15.S SS

Take mail to post office 17.0 54

Have mail registered or certified 18.0 51

Wrap and tie packages 19.0 SO
Attach pertinent correspondence to incoming

mail for superior to refresh his memory 20.0 49
Have mail inured 21.0 48
Sign boss's mail this signature) 22.0 46
Calculate poste rates (parcel post, bulk,

1st class rAil, etc.) 23.0 44
Sort mail 24.0 43
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MAILING TASKS CONTINUED limes
Mentioned

Tasks kerformed by 39% to 20N of Pink per Cent),Group 4,-
respondents

Make up mailing list
Revise mailing list
Stamp incoming mail (as to date, time,

etc.)tc.)
Check ;mailing list
Stuff, bundle, sort, and/or label outgoing

bulk mail
Obtain mailing material from rst office

25.0 39
36,0 38

27.0 37

28.0 35

29.0 33

(certified and registered mail stickers,

rate sheets, etc.) 30.0 29

Trace mail 31.0 27

Distribute nailing list 32.0 22
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PERCENTAGES OF SUPERVISORY WORKERS PERFORMING

FILING TASKS

Times
Mentioned

- Tasks performed by 80% or more Ran ,(Per Cent),

respondents

None

Group 2- Tasks performed by 79% to 60% of

res Mains.

Get materials from files
*earth for lost materials
Sort materials for filing
File materials by nave of person
Handle classified or confidential files
Revise files
Select and/or order filing equipment and

supplies
Transfer records to inactive files
Make folders and folder titles for files

(labels)

Grsma- TasksmEformed by 59% to 40% of

res 3.22.44.1.1"

Control and manage filing system
Keep card indexes of various kinds
Dispose of records
Keep tickler or follow-up files of various

kinds
File materials by topic or subject
Follow up released materials
Install filing system
Handle cross references

912!Ear) Tasks_performed by 39% to 20% of

yespolidents

File materials by nuilibb:.

Assign file numbers
Check out materials film to

employee
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1.0 79
2.0 71

3.0 70

4.5 68
4.5 68
6.5 67

6.5 67
8.0 53

9.0 62

10.0 59
11.0 58
12.0 57

13.0 Si
14.0 50
15.5 47
15.5 47
17.0 42

18.0 39

19.0 37

ALO 36



FILING TASKS CONTINUED Times
Mentioned

Rank SWnal:10-

File materials by date 21.0 32
Keep clipping file (newspapers, magazine

articles, etc.) 22.0 28
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PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Times
Mentioned

Group 1 - Tasks performed by 80% or more Rank (Per Cent)

respon ems

Place telephone calls (local)
Answer telephone
Place telephone calls (long distance)
Compose correspondencm

1.5 93
1.5
3.0
4.0 82

Gram; Tasks Rerfornik 79% to 60% of
respondents

Give oral directions to other office workers 5.0 79

Carry out written or oral orders or
instructions of superiors 6.0 77

Place telephone menoranda, messages, etc.,
where employer will see them 7.0 73

Tura telephone calls over to another
department 8.0 69

Compose written Orections to other office

workers 9.0 67
Compose businel reports of any kind 10.0 66

Receive telegr. , and/or cable gram 11.0 60

EMU.' Tasks :formed by S9% to 40% of

yespondeets

Send telegr, s and/or cablegrams 12.0 48

Decide on T. asst expensive and/or most
desira!Ae way to communicate (telegram,
long distance call, etc.) '13.0 47

Screen employer's calls 14.0 45

SiEg2.1" TI.,..1...y1°2sksrrine2912i
respon nts,

Give oral presentations (reports, spJach4,41

etc.) 1S.0 39

Maintain record of long distance calls 16.0 36

Arrange for and/or cancel newspaper or
magazine advertising 17,5 35
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TELEPHONING AND COMMUNICATINGAASKS CONTINUED Times
Mentioned

Rank ,Ver Conti

Conduct meetings 17.5 35

Give dictation to other office workers 19.0 33

Compose news items or magazine articles

(newspapers, trade publications, house

organs, etc.) 20.0 30

Compose legal papers 21.0 20
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PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
CLERICAL TASKS

Gjsa A - DiggitiAlturm 80% or more
rem ents

Times
Mra:toned

Rank (Per Gent),

Order supplies of various kinds for the
office (from suppliers or central
supply department) 1,S 82

Check on supplies (for re-ordering purposes) 1.5 82

Etela- Tasks performed ' 79% to 60% of
indents

Look over notes a,nd memos for the dxy 3.0 79

Arrange papers or articles on your own
and/or your employer's desk 4.5 78

Look up names and addresses 4.5 78

Make notes for next day's work 6.0 77
Protect valuable and confidontial materials 7.0 74
Inspect material received for completeness,

damages, etc. 8.0 69

Change calendar (Icily 9.0 67
Compile, periodic reports 10.0 66
Get quotations on supplies (from supplier) 11.0 63
Send out notices of any type 12.0 62
Cut materials (scissors, paper cutter,

etc.) 13.0 61
Work with records of time and tine cards 14.0 60

Grouitl
respo
sjcsamtalLrmed f

ants

Distribute supplies 15.5 59
Assemble and staple dupncated materials 15.5 S9
Compare copy (ors copy with another copy) 17.5 S8
Get information from 'MUM departments

needed for correspondence 1745 58
Make out requisitions 19.0 57

Make change 20.0 56
Gather data to fill out questionnaires 21.0 55
Count items 22.0 54

Take inventory 23.0 53
Check up on observance of various laws

(in connection with work) 24.0 51
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CLERICAL TASKS CONTINUED

Keep desks equipped with office supplies
(sharpened pencils, Lac in pens, etc.)

Keep daily attendance of employees
Post notices
Check money orders, checks, etc., as to

amounts, dates, signatures
Approve requisitions made out by others
Change dates on rubber stamps or time

stamp machine daily
Review unfinished business file
Re= newspaper and magazine subscriptions
Route shipments of materials (within office,

between departments, etc.)
Make preparations for meetings

,Group 4, - Ta,...performed by 39% to 20% of

respe .4 nts

Make out accident reports for self or other
workers

Keep office manual or instruction book for
employees

Keep records on maps or charts (sales
records ttc.)

Have legal papers recorded
Weigh items
Make arrangements for freight, express,

etc.
Make out shipping instructions (outgoing

shipaents)
Prepare agenda for meetings
Prepare signs, posters, or other graphic

materials
Anticipate needs of employer as to records,

papers, etc., needed on trips, for
interviews, etc.

Check personnel of committees (names,
addresses, etc.)

Revise stock list
Check tally sheets on various jobs
Place daily nowspaperv, magazines, etc.,

on employer's desk
Secure government permits of 'various kinds

(buildings, tax, etc.)

65

Rank

Times
Mcntioncor
(Per Cent)

25.5 48
25.5 48
27.0 47

28.5 46
28.5 46

30.0 45
31.0 43
32.0 42

33.0 41
34.0 40

35.0 39

33.0 38

37.5 35

37.5 35
40.0 33

40.0 33

40.0 33
42.5 31

42.5 31

44.0 30

45.0 29
46.5 28
46.5 28

48.0 27

49.0 26



CLERICAL TASKS CONTINUED

Keep calendar marked with appointments for

Rank

Times
Mentioned
Per Cent

employer at his desk 50.0 2$

Dust employer's desk and keep employer's

4esk neat S1.5 24

Record daily shipments 51.5 24

Scan newspapers, magazines, trade journals,

for employer marking items of interest

to him 53.0 22

Make hotel reservations for employer 54.5 21

Do work involving customs, tariff

regulations, etc. 54.S 21

Revise catalogs 56.* 20

66



PERCENTAGES OF SUS ERVISORY WORKERS
SECURING DATA

respo nts

Use telephone directory
Use dictionary

Tashs formed b7 79% to 60% of

res ents

Use pffice manuals
Use manuals

Group 3 Tasks rformedly S9% to 40% of
resp+ ants

Times
Mentioned-

Rank SPer Cent),

1,0 93
2,0 86

3;0 63
4.0 62

Use other reference books or manuals 5.0 55

Use is 6.0 53

Use newspapers 7.0 52

Use technical manuals 9.0 49

Use city directory 9.0 49

Use magazines 9.0 49

Use U.S. Zip Code Directory 11.0 48

Grorml- Tasks rformed by 394 to 2612,_
respo _eats

Use U.S. Postal Manual (postage rates, types
of mil, etc4 12.0 36

Use timetables (R.R., airlines, etc.) 13.0 32

Use atlas 14.0 28

Use library card indexes 15.0 22
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PERCENTAGES OF SUPERVISORY WORKERS USING
MATHEMATICS

Grocer - Tasks Eerformett00% Gr more
Eittendents

Use addition
030 subtraction
use multiplication
Use division
Add long columns of figures

Groff Tasks erformefor 79% to 60% of

IMMAML
Use decimals
Use fractions
Convert fractions to decimals

Group 3 - ?arks rformedby 59% to 40% of
rests

Compute percentage problem
Convert: decimals to fractions
Compute trade and cash discount
Compute sales tax

Gmi Tasks erformlbMto30% of
r_men eats

Compute interest charges
Compute amount and per cent of markup or

loss
Compute property and/or income taxes
Compute insurance premiums (life, medical,

retirement, etc.)
Work with reciprocals
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Rank

Tines
Mentioned
(Per Cent)

1.0 95

2,S 94

2.5 94

4.0 92

5.0 81

G.0 79

7.0 76
8.( 62

9.0 59

10.0 57

11.0 48
12.0 44

13.0 37

14.0 33
IS: 26

16.0 25

17,0 22



PFRCENTAGES 0? SUPERVISORY WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

Group 1 - palimerfrled 12xmo more
Lespo ents

None

Groin 2 - Tasks rformed 79% to 60% of
reg entso

Times
Mentioned

Rank Per CentI

Check bills and/or invoices (verify extent
etc.) 1.0 67

OK bills of any kind

gmpj 4. lasa tiltformed by59% vo 40% of

2.0 66

Emidents,
Keep current files of ilkifOiCeS and purchase

orders 3.5 55
Write receipts 3.5 SS
Take order; for various goods or sevvices

(in per wn or by phone) 5.0 54
Deposit checks and/or cash in bank or

cashier"s office 6.0 S3
Make journal entries (any type of journal) 7.0 S2
Make entries in special journals (Cash

Receipts, Sales, Cash Payments, Purchases,
etc.) 8.0 49

Compute payrolls for employees 10.0 48
Endorse checks 10.0 48
Write chocks (for any purpose as a part

of your job) 10.0 48
Keep books acid /or ledgers for any purpose 12.0 47
Take care of checkbook and stubs 13.0 46
Cash checks 14.5 45
Calculate deductions (Income Tax, FICA,

Insurance, etc.) 14.5 45
Maintain payroll register (all employees

listod) 17.0 42
Sell various goods or services 17.0 42
Maintain price lists and slake necessary

changes 17.0 42
Keep track of bad deias 20.0 41
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Sign checks
Take care of bankbook
Handle collection of outstanding debts

(accounts receivable)

igNEA- 11111WellEtAZIELYURIA
yespo ants

Maintain individual employee's earnings
records

Keep patty cash account
Write checks for payroll
Post (transfer) entries from journals to

a ledger (group of accounts)
Keep cash account
We check register
Act as cashier or teller
Reconcile bank statement
Prove cash daily
Use ledger accounts with "balance" colon

(balance form)
Make petty cash payments
Count money to verify cash register

returns
Make "General Journal" entries
Work with subsiditry ledger (accounts

receivable, accounts payable, etc.)
Keep FICA tax (Social Security) records
Figure inventory (value)
Mae contract for supplies, services, etc.
Decide charges on work done
Age the accounts receivable
Figure extensions
Make out reports for state and/or Federal

Govemment pertaining to taxes
Total weekly or monthly sales
Prepare sales slips
Give checks to employer for signature
Compile statistical data
Apply for group insurance (as PA employee)
Make out withholding tax statements at end

of year (W-2 forms)
Keep records for state or Federal Income

taxes
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Rank

Times
Mentioned
(Per Cent"

20.0 41

20.0 41

22.0 40

23.5 39

23.5 39

27.0 37

27.0 37
27,0 37
27.0 37
27,0 37

30.5 36
30.5 36

32.0 35

33.5 34

33.5 34

35.5 33

35.5 33
38.0 31

38.0 X'A
38.0 31

40.5 30
40.5 30
44.5 29

44.5 29

44.5 29
44.5 29
44 5 29

44.5 29
t8.5 28

48.5 28

54.0 27



FINANCIAL. AND RECORDKEEPING TASKS CONTINUED

Rank

Times
Mentioned
Per Ceell

Maintain file of W-4 forms 54.0 27

Make lists of employees for income tax
purposes (salaries, etc.) 54.0 27

Record inventory records in proper forms 54.0 27

Prepare vouchers for traveling expenses 54.0 27

Make out monthly statements (for services
rendered, goods sold, etc.) 54.0 27

Make up budgets 54.0 27

Make "Combined Journal" entries 54.0 27

Prepare Worksheet 54.0 27

Keep records of sales exempt from tax 59.0 26

Keep records for State Unemployment taxes 60.5 25

Keep records for State Industrial
Insuranct 60.5 25

Keep records for Sales tax 63.0 24

Look up or check on financial ratings of
Customers or employees 63.0 24

Assemble and/or interpret cost data 63,0 24

Work in connection with other state or

65.5 23
federal taxes, licenses, permits, reports,
etc.

Send out invoices for payment duelon
contract, etc.) 65.5 23

Make decisions on discounts allowable 70.5 22

Work with city and/or county tax
statements 70.5 22

Prepare bids (for contract) 70.5 22

Countersign checks 70.5 22

Record time clock data on payroll forms 70.S 22

Keep FUTA Tax (Federal Unemployment tax)
records 70.5 22

Make entries directly to accounts 70.5 22

Prepare adjusting entries 70.5 22

Keep books which supply data for income
tax for compsny, trust, etc. 76.0 21

Post data on daily sales sheets by
department or employee 76.0 21

Arrange for insurance policies 76.0 2i

Systematize and record items deductible
from income tax 80.5 20

Keep records pertaining to employees
belonging to =ion 80.5 20

Record stock count information r propo
book (merchandise control) 30,5 20
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED Times
Mentioned'

Rank 22F_Cej0.

Send out credit memos for goods returned,

etc. $04 20

Prepare a Trial Balance at end of month

cm% fiscal period (prove equality in

ledger) 804 20

Prepare closing entries 80.5 20
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PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
EDITORIAL TASKS

Graggl- Tasks erformed or
respondents

None

g2g.2 - Tasks rfonmed 79% to 60% of

res ants

None

group 3, - Tasks arforme.11ALSASse40% of

res

None

lg2PAw Lagmerfoed b 39% ';:n 20% of
rem ents

Times
Mentioned

Rahk (Per Cent)

Gather data fur reports 1.0 38

Prepare material for printor or publisher 2.5 36

Check printer's "proof copy" 1.5 36

Read legal aslings, current topics, books,
etc. 4.0 35

Make arrangements fcr centralized department
to print materials 5.0 30

Make arrangements for centralized department
to duplicate materials 6.0 29

Compile one report from numerous :mall ones 7.0 26

Clip and collect magazine articles, nam-
papers, etc., of interest 8.0

..4, .

4,

Edit reports, bulletins, etc. 9.0 23

Give news, information, etc., to reporters 10.5 22

Take care of publicity items MS 22

Summarize articles, reports, lectures,
etc. 12.5 20

Arrange for printed programs 12,5 20
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PERCENTAGES OP SUPERVISORY WORKERS MEETING AND WORKING

WITH PEOPLE

croup - Tasks 1,...asted by 80% or more

res nts

Plan work for one's self

Give information in response t4 verbal

inquiries
Decide on priority of work for self

Hu complaints in office and over

telephone
Make recommendatioas for improvements of

office procedures, routim, etc.

Give directions for work to be done (as

a co worker or supervisor)

Group 2 Task....wformed of

yisi xten s

Times
Mentioned

Rank SLerSentl,

1.0 89

2.5 88

2.5 88

4.0 84

5.5 82

5.5 82

Meet callers 7.0 78

Plan work for others 9.0 76

Check up on unfinished work of other

employees 0.0 76

Instruct new employees (work procedures,

job orientation, etc.) 9.0 76

Distvfbute work among other employees (in

a supervisory capacity) 11.0 75

Supervise other employees 12.5 74

Make introductions 12.5 74

Direct people to proper office or

department 14.0 73

Decide on priority of "work for others 15.5 72

Manage office 15.5 72

Confer with 4mployer on policy, procedures,

etc. 17.0 67

Interview and/or recommend applicants for

employment 18.0 61

Investigate causes of trouble between

employees 19.0 60
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MEETING AND WORKING WITH PEOPLE CONTINUED Times
Mentioned

9.1g21
Rai& ,(Per Cent)

asja2411,

Reprimand employees 20.0 57

Coordinate with other personnel on various
matters for employer 21.5 55

Attend conventions, banquets, or meetings
outside of company but relating to
cowpany business 21.5 SS

Counteract false reports which spread in
an orgioization 23,00 54

Arrange lunch hours or vacations for
employees 24.5 53

Get rid of cranks,, beggars, and other
undesirables 24.5 S3

Consult with attorney, tax-examiner,
auditor, etc. 26.0 52

Handle service calls on equipment 27.0 51

"Screen" visitors or people who want to
see your employer 28.5 45

Hire employees 28,S 45

Make engagements and appointments for
employer 31,0 44

Keep employer reminded of engagements,
dates, things to do, etc, 31.0 44

Render policy decisions on questions
asked by members of office force 31.0 44

Round up people for meetings 33.5 43

Assist in plans for entertainments, recep-
tions, dinnersr etc. 33.5 43

Approve (OK) customers' checks, charge
purchases, etc. 35.0 41

Act as a guide to visitors 36.0 40

Gnu, 4 ..........f...1141131s'rftWALIELMITLIE

Follow up on written notices for meetings by
telephone 37.5 35

Investigate references, personal or
financial 37.5 35

Help with campaigns of various kinds 39.0 34

Discharge employees 40.5 33

Travel to make investigations of various
kinds 40.5 33

Address a meeting of employees 42.0 30
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MEETING AND WORKING WITH PEOPLE CONTINUED

Rank

Times
Mentioned
Per Cent

Serve on committees within company 43,0 27

Issue permits for various things 45.0 24

Make arrangements for guests and visitors

(hotel, entertainment, etc.) 45,0 24

Teach training class of employees 45.0 24

Help organize office or company committees 47.5 23

Act for your employer on committees 47.5 23

Act as hostess at company-sponsored teas,

coffee hours, parties, etc. 49.0 21

Administer employment tests 50.0 20

16



PERCENTAGES OF SUPERVISORY WORKERS PERFORMING

MISCELLANEOUS TASKS

Times
Mentioned

Group 1 - Tasks erformedbyjg% or more Rank (Per cent)

re....2makts

Group 2- Tasks erformed,1779% to 60% of

.1.11.120..ents

Straighten up office
Dust
Run errands
Select or order furnishings for office

9.120-41L'asedb21121212l
respon ents

tamp physical layout of office, pictures.,

furniture, draperies; etc.
Arrange for disposal of wornout equipment

Collect money from office employees for

various purposes
Clean and oil typewriter

- Tasks erforte÷.

Itsma.sits

Prepare or obtain coffee or refreshments
for employer or his guests

Purchase glowers, fruit, books, giftv,

etc., for office
Keep in touch with legislative activities

that bear on work
Clean and oil office equipment other Alan

typewriter
Advise ekaloyer of illnesses, deaths,

bikths, weddings, etc., of friends

Write letters of condolence afirTaiiit-

ulatioo
Shop for employer
Write suitable cards to accompany gifts,

flowers, etc., sent by employer
Acknowledge letters of condolence and

congratulation
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1.0 71

2.5 62

2.5 62
4.0 60

5.0 57
6.0 51

7.0 44
8.0 40

9,0 38

10.5 13

10.5 33

12.0 36

13.5 26

13.5 26

16.0 23

16.0 23

16,0 23
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PERCENTAGES OF

SECRETARIAL/STENOGRAPPIC WORKERS

PERPORMING TASKS
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PERCENTAGES OF NECK STENO WOICERS PERFORMING
TTPENTTING TASKS

25222.1.- Tasks erfosmed b 80% or more
res nts

Type carbon copies
Type final copy from rough-draft cow
Type huldresses on envelopes end/or cards
Type memorandums
Type business letters
Proofread typewritten copy
Erase carbon copies
Erase original copies
Type end/or rule tabular material

(tables, columns, rows e figures)
Type manuscriits and/or reports
Type copy full unarranged copy
Type cards (index cards, file cards,

"address finder" cards, etc.)
Type labels individually
Compose copy at the typewriter
Type fill-ins on duplicated letters or

bulletins (form letters, etc.)

ama. Tasks performed by 79% to 60% of
iFiloOents

Type in outline form
Select or order other typewriting supplies

iMm

and equipment (erasers, gibbons, etc,)
Make corrections with TO OK, Ko-rectypel

etc. (requires no erasing)
Type minutes or reports of meetings
Select or order proper typewriting paper

and carbon paper
Take dictation at the typewriter (type

dictation as employer dictates)

79

Rank

Times
Mentioned
illu Cent

1.0 99
2.5 98
2.5 98
4.5 97
4.S 97
6.0 96
7.0 95
8.S 94

8.S 94
10.0 92
11.5 91

11.5 91

13.0 90
14.0 89

15.0 86

16.0 77

17,0 73

18.5 72

18.5 72

20.0 69

21.0 65



3.,,,

TYPNWRITING TASKS CONTINUED

Group I- Tasks firer eormed by SS% to 40% of

ves

Type information on contiwous roll tape

(gummed back or self-sealing back)
Type and correct srlrit masters (e.g.,

Ditto Masters, etc.)
Type on pzinted pommel forms
Type postul cards
Type on printed purchase requisitions
Type and correct sttrcils (Mimeograph

process)
Type on printed telegrams
Prepare ruled business forms
Type and correct offset masters (mats

or multilith)

Gr....2m1 - TgIpr i0 r med )aW)NUf
mn ents

Type budgets
Type on printed purchase orders
Type legal agreements
Type on printed news releases
Type on printed checks
Type on printed payroll time sheets
Type display or decorative type copy
Type on printed receipts
Type on printed vouchers
Use proofreading sytbols
Type legal affidavits
Type ',cgs./ acknowledgments
Trpe insurance forms
Type on printed monthly statements
Type on printed invoices
Type copy where all lines end even on the

right margin (justifying)
Type Balance Sheets

80

Rank

Times
Mentioned
oPer(LUtei

22.0 58

23.0 S7
24.0 55

25.0 S3
26.0 49

27.5 47
27.5 47
29.0 45

30.0 40

31.0 39

32.0 38

33.0 33

36.0 SO
36.0 30

35.0 30

36.0 3(0

35,0 30

39.0 79

40.0 2'
41.0 25

42.0 24

43.0 22

44.0 V
46.0 20

46.0 20

46.0 20



PERCENTAGES OF SEC/STENO WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Titles

Mentioned
Rank per Cent

rest" ents

Operate typewriter* NOTE: 12% use manuals

off; 321 use electrics gar, 49* use both

manuals and electrics 1.0 100

Operate copying machine (e.g. XITGA, Thermofix,
Ozalid, etc.) 2.0 88

Groml-Tssks
11222F-"U

Operate paper punch
Operate paper cutter
Operate 10-key adding machine

ami. Tasks mformedj2L59% to40% of
r.apEtdents

3.0 77
4.5 7S
4.5 75

Operate intercom 6.0 48

Operate transcribing machine 7.0 45

Operate spirit duplicator (e.g. Ditto) 8.0 41

Lima- Tasks rrformed by 39% to 20% of

aresp©nof ants

Operate calculator (Monroe, Marc ant, etc.) 9.0 35

Operate stencil drp:icgtor ( ;.g. mimeograph) 10.0 31

Operate numbering machine 11.0 22

Operate dictating machine 12.5 20

Operate full-bank adding mtchine 12.5 20

*This item dig; not specifically appear in questionnaire. The 100%

figure represents as composite of three questionnaire items: "operate

=MAW typewiLtexu "operate electric typewriter (standlrd)," and

"operate IBM Executive typewriter." The original data seemed to

indicate that the respondents did not differentiate between a standard

electric and an IBM Executive typewriter.
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PERCEATAGES OF SEC/STENO WORKERS TAKING
DICTATION AND TRANSCRIBING

So.221 Tasks rftiiime80% or Hare
tS

Write shorthand (any system)*

Rama - Tasks rformeAlez
TeS tS

Times
Mentioned

Rank 12g.ait

100 84

Transcribe (type) from shorthand cutlines 2.5 73

Take dictation over the telephone 2.5 78

Write shorthand from two or mote dictators
(but only GAO at a time) 4,0 64

GmL3 Tasks erformed b 59% to 40% a

Tea escribe (type) from recorded media--belts
disco etc. (e.g.,, IBM Executory, Stenorettet,
Dictaphone, etc.) NOTE: 41% write short-
hand and transcribe from recorded media;
7% transcribe from recorded media one, 5.0 48

Write grow proceedings ani/or conforikces
in shorthand 6.0 43

- Tasks rfinise to of
reg an nts,

None

*These items did not speci2ically appear in questionnsiTe. It was

necessary to extrapolat, these data.
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PERCENTAGES OF SEC/STEW WORKERS PERFORMING
MAILING TASKS

Email performed or sore

TOS

Address letters, packages, etc.
Fold letters
Insert letters in envelope1
Mark, attach, or enclose materials for

outgoing mail
Forward or distribute mail
Take mail to mail room or mail, box

Read incoming mail
Open mat!
Seal envelopes (manually)
Sort mail (for different persons)

agml- Tasks erformed b 79% to 60% of

Sort mail (in priority order)
Sign boss's mail (his signature)
Attach pertinent correspondence to

incoming mail for superior, to refresh

his memory
Read outgoing mail to check up on informa-

tion, etc.
Pick up mail (leave desk to obtain)
Make notes on incoming mail which

superior should see
Sign for Registered Mail

9.12q2- BAILF1911EALIYABlo 46% of
respondents

Stamp envelopes (manually)
Wrap and tie packages
Have mail registered or certified
[take up mailing list
Take mail to post office
Stamp incoming mail (as to date, time,

etc.)

83

Times
Mentioned

Rata IMSILLit-

1.0 98

2.0 97
3.0 96

4.0 92
5.5 88
5.5 38
7.0 87
8.0 86
9.0 83
1040 32

11.5 71

11.5 71

13.5 70

13.5 70
15.0 68

16,0 62
17.0 60

18.0 59

19.0 SS
20.0 52
21.0 48
22.0 45

23.5 44



HAILING TASKS CONTINUED

Check mailing list
Calculate postal rates (parcel post,

bulk, 1st class mail, etc.)
Revise mailing list
Stuff, bundle, sort, and/or LItel

outgoing bulk mail

Ensui . Tasks rfolrmajlanto 20% of
YgE...Ints

Purchase postage
Distkibota moiling list
Have mail insured
Use fiknking-permit irivileges (right

to send free mail)
Trace mail
Obtain mailing material from Post Office

(certified & registered mail stickers,
rate sheets, etc.)

Log incoming mail (in regular book)

Rank

Times
Mentioned

Cent)

23.5

,(Per

44

25.5 43
25.5 43

27.0 41

28.0 39
29.0 34
30.0 32

31.0 25
32.0 23

33.5 20
33.5 20



PERCENTAGES OF SEC/STENO WORKERS PERFORMING
FILING TASKS

Group 1 - IlaustrEdby 80% or more,
respo tints

Get materials from files
Make folders and folder titles for files

(labels)
Sort materiLls for filing
Transfer records to inactive files
Search for lort materials
File materials by topic or subject
Revise files

aggal- ......4p#2.....1279Tasinied% to 60% of

res tints

Handle classified or confidential files
Keep card indexes of various kinds
F!le materials bi name of lerson
Control sad manage filing system
Dispose of records
Select and/or order, filing equipment and

supplies
Keep tickler or follow -up files of

various kinds
File materials by number
File materials toy date
Check out materials from files to employees
Handle cross references
Follow vio released materials

(rood - Tasks rformed b1.12up 403/4 of

reEEIJEIEE

Install filing :system
Assign file numbers.

GToup 4,- Tasks rformed by 39% to 20% of..............
rasp= ems,

Keep clipping file (newspapers, magazine
articles, etc.)

File materials by city, state, or region
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Rank

Times
Mentioned
Per Cent

1.0 96

2.5 93
3.0 89
4.0 86
5.0 86
6.0 83
7.0 82

8.0 79
9.0 76
10.0 71

11.5 69
11.5 69

13.0 67

14.0 65
15.0 63
16,0 62
18.0 60
18e 60
18.0 60

20.0 El
21,0 49

22.0 39
23.0 23



PERCENTAGES OF SEC/STENO WORKERS PERFORMING

TELEPHONING AND COMMUTING TASKS

group 1- Thekuprformed by 80% or tgalL

reSpondents

Ar.swer telephone
Place teilephone calls (local)
Place telephone memoranda, messagc3, etc.,

where employer will see them
Corry out written or oral orders or

Instructions of superiors
Turn telephone calls over to another

department
Compose correspondence
Place telephone calls (long distance)

-Tasks erfcrmed b 79% to 60% of

Give oral directions to other office workers

Screen employer's calls
Compose written directions to other office

workers

Gaga- Tasks rformed by 59% to 40% of

!won nts

Send telegrams and/or cabIagrams
Receive telegrams and/or cablegrams
Compose business reports of any kind
Maintain record of long distance calls

Egg.i. Tasks rformed b 39% to 20% of

Decide on least expensive and/or most
desirable way to communicate (telegram,

long distance call, etc.)
Arrange for and/or cancel newspaper or

magazine advertising

86

Rank

Times
Mentioned
Per Cent)

100 99
2.5 98

2.5 98

CO 96

5.0 91

6.0 88
7.0 86

0.0 75

9.0 71

10.0 60

11.0 59

12,0 58

13.G 51

14.0 41

15.0 39

16.9 23



PERCENTAGES OF SEC/STENO WORKERS PERFORMING
CLERICAL TASKS

Groff 3- Tasks erformed b 80% or nor.

rtEEI
Look up names and addresses 1.0 96
Arrange papers or articles on your own

and/or your employer's desk 2.0 91
Make notes for next dayls work 3.0 90
Cut materials (scissors, paper cutter, etc.) 4.5 89
Assemble and staple duplicated materials 4.5 89
Look over notes and memos for the day 6.0 87
Change calendar daily 7.0 85
Send out notices of any type 8.0 84
Check on supplies (for re-ordering

purposes) 9.0 83
Protect valuable and confidential materials 10.0 80

Ties
Mentioned

Rank Eer Cent).

Group 2 - Tasks erformed by 79% to 60% of
rem ens_

Compare copy (one copy with another copy) 11.0 79
Keep desks equipped with office supplies

(sharpened pencils, ink in pens, etc.) 12.0 78
Order supplies of various kinds for the

office (from suppliers or central supply
department) 13.0 76

Get information from various departments
needed for correspondence 14.0 73

Compile periodic reports 15.0 68
Distribute supplies 16,0 65
Make out requisitions 17.5 64
Dust employer's desk and keep employer's

desk neat 17.5 64

GremeA - Tasks erformed by 59% to 40% of
!Ivo enter

Make preparations for meetings 19.0 58
Inspect material received for completeness,

damages, etc. 20,5 =6
Keep calendar marked with appointments for

employer at his desk 20.5 56
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CLERICAL TASKS CONTINUED Times
Mentioned

Rank 112111...h Cent

Keep office manual or instruction book
for employees 2200 SS

Change dates on rubber stamps or time
stamp machine daily 23.5 54

Post notices 23.5 54

Gather data to fill out questionnaires 25.0 52

Anticipate neees of employer as to records,
paperD, etc., needed on trips, for
interviews, etc. 26.5 50

Review unfinished business file 26 ©S SO

Work pith records of time and time cards 28.5 49

Place (-1(7ily newspapers, magazines, etc., on

employer's desk 28.5 49
Count items 30.5 48
Make hotel reservations for employer 30.5 48
Keep daily attendance of employees 32.5 47
Obtain trip reservations and/or tickets

for employer 32.5 47
Route shipments of materials (w!thta

office, between departments, etc.) 34.0 45
Check personnel of committeee (names,

addresses, etc.) 35.0 44
Check up on observance of various laws

(i1 connection with work) 36.0 42

Get quotations on supplies (from supplier) 37.0 41

Make change 53.0 40

EMMA erfoa*ed
!mon nts

Prepare agenda for meetings 39.0 39
Take inventory 40.0 38
Scan newspapers, magazines, trade journals,

for employer marking items of interest
to him 41.0 35

Check money orders, checks, etc., as to
aonunts, dates, signatures 42.0 34

Make out accident reports for self or
other workers 43,0 31

Make out itinerary or schedule for
employer's trips 44.0 29

Renew newspaper and magazine subscriptions 45.5 27
Maintain incoming and outgoing correspon-

dence register 45.5 27
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CLERICAL TASKS CONTINUED Times
Mentioned

Rank (Per Cart),

Prepare signs, posters, or other graphic
materials 47.0 26

Keep records on imps or charts (sales
records, etc.) 48.0 25

Owe legal papers recorded 50.0 23

Neigh items )0.0 23

1

t

1



PERCENTAGES OF SEC/STENO WORKERS
SECURING DATA

Gro,...221 TLts'kmEficIlx_,.60% or sore

respondents .

Use telephone directory
Use dictionary

Group 2 - Tasks performed by 79% to 60% of

respondents

Use mom manuals
Use secretarial handbook
Use office ma is

Use ViErwmreference books or manuals

Use U.S Zip Code Directory

- of
respondents

Use city directory
Use newspapers
Use maps
Use magazines
U30 synonym books, thesaurus
Use technical manuals............

ylingla- Tasks erformed by 39% to 20% of

II2P0 (Mts

Use timetables (R.R., airlines, etc.)

Use U.S. Postal Manual (postage rates,

types of Zail 0 etc.;
Use atlas
Use library card indexes

90

,,Ak

Times
Mentioned
/11trettavt

1.0 99
2.0 98

3.5 75

3.S 75

5.0 74

6,0 64
7.0 63

8.0 57

9.0 54

10.0 51

11.0 43
12.5 41
12,5 41

14.0 36

15.0 32
16.0 29

17.0 20



PERCENTAGES OF SRC /'STENO WORKERS USING
MATEDIATICS

9.:ma - j...sksjed b 80% or more
!!'l° ants

Times
Mentioned

Rank SpErSet)

Use adrition 14 96

Use srbtraction 2.0 94

Use multiplication 3.0 92

Use division 4.0 91

Add long columns of figurcs S.0 82

Use decimals 6.0 80

Grp - Tasks etrformed b 794 to fO% of
respon is

Use fractions 7.0 69

Gria2m2- Tasks rformed 161:59% to 40% of

!es o ants

Convert fractions to decimals 8.0 S1

Convert decimals to fractions 9.0 4S

Compute percentage problems 10.0 43

Compute sales tax 11.0 27

Group 4 -1121222Fformeillr 39% to 2,0% of
respondents

None
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

9111112.14" ....ITah!S!g°EmekkZjl% mpre
respon ents

None

Emma- Tasks erformed b 79% to 60` of
respon ents

None

respo ents

None

1q22.1- Tasks rforeed by 39% to 20% of

Times
Mentioned

Rank RE Cent),

respon ants

Keep books and/or ledgers for any purpose 1.0 35
Keep current files of invoices and purchase

orders 2.5 34
Write receipts 2.5 34
Compile statistical data 4.5 3Z
Make journal entries (any type of journal) 4.5 33
Check bills and/or invoices (verify exten-

sicns, etc.) 6.0 30
Deposit checks and/or cash in bank or

cushier's office 7.5 28
Give checks to employer for ciputure 7.5 28
OK:bills of any kind 11.0 26
Write checks (for any purpose as a part

of your job) ILO 26
Cash checks 11.0 26
Prepare vouchers fcr traveling expenses 11.0 26
Make entries in special journals (Cash

Receipts, Sales Cash Payments, Purzhases
etc.) 11.0 26

Apply for group insurance (as an employee) 14.0 24
Maintain payroll register (all employees

listed) 15.0 23
Keep petty cash account 16.0 22
Take care of checkbook and stubs 17.0 20
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING
EDITOMAL TASKS

Gr_ out - asks erformeore
respo is

None

Group 2,- Yanks erfarmed b 79% to 60% of

E1921.2111L

None

AGaga- Tasks rionsmiltials40% of
i!tspo 7iis

Edit letters dictated by employer
Prepare material for printer or publisher
Gather data for reports
Make arrangements for centralized depart-

ment to duplicate materials
Compile one report from numerous small ones
Nake arrangements for centralized depart-

ment to print materials

fiE914":1 T 2SOMETIMPIALZILt° 20% of
yespondents

Punctuate articles, manuscripts, etc.
Clip and collect magazine articles, news-

papers, etc., of interest
Read legal rulings, current topics, books,

etc.
Get information gram library
Check printer's "proOf copy"
Edit reports, bulletins, etc.
Make arrangements for centralized deport-

ment to bind materials
Give news, information, etc., to reporters

93

Times
Nentioned

park Per ana

1.0 58
2.0 46
4.0 44

4.0 44
4.0 44

6.0 40

7.0 3S

8.0 33

9.0 30
10.0 29
11.0 28

12.0 26

13.0 21

14.0 20



PERCENTAGES OF SEC/S 2 WORKERS NEET1Ng AND WORKING

WITH PEGISE

Times
Mentioned

Groan - Tasks rformed laltununts Rank (Per Cent)

MEL ents

Plan work for one's self 1.0 94

Give inf6raation in response to verbal
inquiries 2.0

Direct people to proper office or department 3.0

icet callers 4.0

Decide on priority of work for self 5.0

Ike introductions 6.0

En221- Tasks raeley 79% to 60% of
res ents

94
93
90
89
86

Keep employer reminded of engagements, dates,
things to do, etc. 7.0 78

Coordinate with other prsonnel on various
matters for employer 8.0 77

Hear complaints in office and over
telephone 9.0 76

Make recommendations for improvements of
office procedures, routines, etc. 9.0 76

Nike engagements an appointments for
employer 11.0 73

Confer with employer on policy, procedures,
etc. 12.0 70

',Screen', visitors cm people who want to

see your employer 13.5 63

Follow up on written notices for meetings
by telephone 13.5 63

alga - Tast...A.RA....y..errreie b 59% to 40% of

Elponuents

Instruct new employees (work procedures,
job orientation, etc.) 15.0 57

Give directions for work to be done (as a
co-worker or supervisor) 18.0 56

Round up people for meetings 17.0 52

Handle service calls on equipment 18.5 48

Get rid of cranks, beggars, and other
/indesirables 18.5 48
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MEETING AND WORKING MTH PEOPLE CONTINUED

Plan work for others
Check up on unfinished work of other

employees

Group 4 - Tasks erformed by 39% to 20% of
respon ents

Decide on priority of work for others 22.0 39

Counteract false reports which spread in
an organization 23.0 57

Make arrangements for guests and visitors
(hotel, entertainment, etc.) 24.0 33

Manage office 25.5 31

Distribute work among other tmployees
(in a supervisory capacity) 25.5 31

Assist in plans for entertainments,
receptions, dinners, etc. 27.0 30

Help with campaigns of various kinds 28.5 27

Act as a guide to visitors 28.5 27

Supervise other employees 30.0 26

Serve on committees within company 31.0 25

interview and/or recommend applicants for
employment 32.0 21

Tines
Mentioned

Rank 22L. Cent

20 ©5 43

20.5 43

95

yV 1.11MM.6.10. fil....M"......41.1.1111i1



PERCENTAGES OP SEC/STENO WORKERS PERFORMING
MISCELLANEOUS TASKS

922122.1. -11EILEEPIELW 80% oar more

respondents

Straighten up office
Dust

Group 2 - Tasks .fterformed b 79% to 60% of

rasp° ents,

Run errands
Prepare or obtain coffee or refreshments

for employer or his guests
Collect money from office employees for

various purposes

Tasks of
resE.mt!.

Clean and oil typewriter

itiLREAL Tasks rf..........X...or21e417.2112211A
respondents

Write letters of condolence and congrntula-
tion

Select or order furnishings for office
Arrange physical layout of office, pictures,

furniture, draperies, etc.
Advise employer of illnesses, deaths, births,

weddings, etc., of friends
Clean and oil office equ pment other than

typewriter
Acknowledge invitations
Purchase flowers, fruit, books, gifts, etc.,

for office
Acknowledge letters of condolence and

congratulation
Arrange for disposal of werneut equipment
Keep in touch with legislative activity

that bears on work
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Rank

Times
Mentioned
(Per Cent)

1.0 87
2,0 86

3.0 78

4.0 66

5.0 62

6.0 58

7.0 38
8.0 37

9.5 36

9.5 36

11.0 35
12.0 32

13.0 30

14.0 29
15,0 2R

17.5 23



MUSCELLANEOUS TASKS CONTINUED

Keep stock of employer,s personal station-

Rank

Times
Mentioned
(Per Ctinnti

ery, cards, etc., on hand 17.5 23

Shop for employer 17.5 23

Send out invitations 17.5 23

Write suitable cards to accompany gifts,
flowers, etc., sem by employer 20.5 22

Prepare and keep up Ebstract book or file
folder with excerpts and reprints of
speeches, hints for speeches, data
figures, illustrations, etc. 20.5 22

Send out Christmas cards for employer 22.0 20
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PERCENTAGES OF

CLERICAL WORKERS

PPRPOPMTNG TASkS
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PERCENTAGES OF CLERICAL WORKERS PERFORMING
TYPEWRITING TASKS

Times
Mentioned

T...gpt212....)080asirmedfier more Rank Oer Cent)

respo efts

Type addresses on envelopes and/or cards

Type carbon copies

Gtomal - Tasks rformedb, 79% to 60% of

respo ents

Type business letters
Proofread typewritten copy
Erase original copies
Erase carbon copies
Type labels individually
Type cards (index cards, file cards,

"address finder" cards, etc.)
Type memorandums
Type and/or rule tabular material (tables,

columns, rows of figures)
Type final copy from rough-draft copy
Type fill-ins on duplicated letters or

bulletins (form letters, etc.)
Type copy from unarranged copy

gmel - Tasks Eerformed by191to 40% of
res r...291 .dents

Type manuscripts and/or reports
Compose copy at the typewriter
Select or order other typewriting supplies

and equipment (erasers, ribbons, etc.)
Make corrections with Tip OK, Ko-rectype,

etc. (requires no erasing)
Type postal cards
Select or order proper typewriting paper

and carbon paper

99

1.0 89

2.0 80

3.S 76
3:5 76

5.0 74

6.0 73
7.0 71

8.0 70
9.5 68

9.5 68
11.0 66

12.0 65

13.0 62

14.0 56

15.0 55

16.0 46

18.0 4S

18.0 45

18,0 45



TYPEWRITING TASKS CONTIMJED

- Tasks erformed1219% to 20% of
res eats

Times
Mentioned

Rank (Per Cent)

Type in outline form 20.0 39
Type information on continuous roll tape

(gummed back or self-sealing back) 21.0 37
Type and correct spirit masters (o.g.,

Ditto Masters, etc.) 22.5 32
Type and correct stencils (Mimeograph

process) 22.5 32
Prepare ruled business forms 24.0 29
Type on printed purchase requisitions 25.0 28
Type minutes or reports of meetings 26,,0 24
Take dictation at the typewriter 27.0 23
Type on printed personnel forms 28.5 22
Type on printed purchase orders 28.5 22
Type and correct offset masters (mats or

aultilith) 30.0 21
Type copy where all lines end even on the

31.0 20right margin (justifying)
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PERCENTAGES OF CLERICAL WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

En22-1- 11363 rformd by 80% or more
as ; ents

Operate typewriter* NOTE: 35% use manuals
aggz; 14% use electrics may; 41% use both

manuals and electrics

ampu. Tasks rformed by 79%4 to 60% of,
res AMU

Operate 10-key adding machine
Operate copying machine (e,g. Xerox,

Thermofax, Oza lid, cttc.)

Operate paper cutter
Operate paper punch

912221- Tasks rformed b 59% to 40% of
TOSPOW is

None

Gramm 4 - Tasks rformed b 39% to 20k of
respondents

Operate intercom
Operate calculator (Monroe, Merchant, etc.)
Operate mailing meter (postage meter)
Operate spirit duplicator (e.g. Ditto)
Operate stencil duplicator (e.g.

mimeograph)

1111ftlimmt..-4-miriamillwomolMmo

Times
Mentioned

Rank /Pe:L.Gent

1.0 90

2.0 70

S.0 69
4.5 61

4 .5 61

6.0 35
7.0 30
$.0 27

9.0 23

10.0 21

*This item did not specifically appear in questionnaire. The 90%

figure represents a composite of three questionnaire items: "operato

manual typewriter," "operate electric typewriter (standard)," and

"operate IBM Executive typewriter." The original data seemed to

indicate that the respondents did not liMrcntiate between a standard

electric and an IBM Executive typewriter.
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PERCENTAGES OP CLERICAL WORKERS TAKING

MTATION AND TRANSCRIBING

All tasks less than 20 percent.



PERCENI'AGES OF CLERICAL WORKERS PERFORMING

MAILING TASKS

Group 1 - Tasks performed by 80% or more

YItElegEL

Address letters, packages, etc.
Insert letters in envelopes
Fold letters
Seal envelopes (manually)

Agma- Tasks rfOrmed by 79% to 60% of

ants

Take mail to mail room or mail box

Open mail
Mark, attach, or enclose materials for

outgoing mail
S.ort mail (for different persons)
Read incoming mail
Forward or distribute mail

somp.l. Tasks erformed b 59% to 40% of

!gee a ants

Stamp envelopes (manually)
Pick up mail (leave desk to obtain)
Sort mail (in priority order)
Wrap and tie packages
Stuff, bundle, sort, and/or label out-

going bulk mail
Sign for Rvistered Mail
Read outgoing mail to check up on infor-

mation, etc,

39 20amp.A. Tasks erformed by....if.
respondents

Take mail to post office
Stamp incoming mail (as to date, time,

etc.)
Calculate postal rates (parcel post, bulk,

1st class mail, etc.)
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Rank

Times
Meationed

Cent),

1.0

,(Per

88
2.0 84

3.0 83
4.0 82

5.0 74

6,0 72

7.0 69

8.0 67

9.0 66
10.0 62

11.0 55

12.0 53
13.5 SO
13.5 SO

15.0 48
16.0 47

1/.0 40

18.0 39

19.5 5:4

19. 36



NAILING TASKS CONTINUED Times
Mentioned

Rank Ea Cent

Sign boss's mail (his signature) 7 ,0 37

Make notes on incoming mail which superioz

should see 2200 36

Attach pertinent correspondence to incoming
mail for superior, to refresh his memory 23.0 35

Revisor- 'Ailing list 24.E 34

Have mail registered or certified 24.6 34

Check 'Jailing list 26.5 32

Makes up mailing list 26.5 32

Purchase postage 78,0 .i0

Have wail insured 29.0 25

Distribute mailing list 30.5 21

Obtailt mailing materiel from Post Office
(certified ti registered mail stickers,
rate sheets, etc,) 30.5 21
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PERCENTAGES OF CLERICAL WORKERS PERPONWING

FILING TASKS

ama-
istatma

Get materials from files
Sort materials for filing

Times
Mentioned

Rank per Ceua

1.0 92
2.0 87

am 2 - Tasks perforated b2I9% to 60% of

respondents,

Make folders and folder titles for files

(labels) 3.0 78

Search for lest materials 4,0 74

Transfer records to inactive files 5.0 73

File vaterials by name of person 6.0 72

Revise files 7.5 67

File materials by topic or subject 7.5 67

File materials by number 9.0 65

Keep card indexes of various kinds 10.0 63

File materials by date 11.0 62

Group 3 - Tasks erformed by 59% to 40% of

respon ants

Dispose of records 12.0 56

Handle cross references 13.0 54

Keep tickler OT followup files of various
kinds 14.0 52

Handle classified or confidential files 15.0 51

Control and manage filing system 16.0 47

Select and/or order filing equipment and

suJ)plies 17.0 45

Check out materials from files to amployees 18.0 40

Email - Tasks eomaeff,,
respo Was

Follow up released materials 19,0 39

Install filing system 20.0 34

Keep clipping books (of any type) 21.0 33

File materials by city, state, or region 22.5 29

Assign file numbers 225 29
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PERCENTAGES OP CLERICAL WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Group 1 -sr.....afaskraedormore
yespo nts

Answer telephone
Place telephone calls (local)
Carry out written or oral orders Cr

instructions of superiors
Turn telephone calls over to another

department
Place telephone morands, messages, etc.,

where employer will see them

SaL!pia- Tasks rformed b 79% to 60% of
ices ants

Compose correspondence
Place telephone calls (long distance)
Give oral directions to tither office

workers

91220 - Tasks rformed by 59% to 40% of

res is

Screen employer's calls

Group 4 - Tesluerformed by 39% to 20% of

LesrLents

Receive telegrams and/or cablegrams
Compose business reports of any kind
Compose written directions to other office

workers
Send telegrams and/or cablegrams
Decide on least expensive and/or most

desirable way to communicate (telegram,
long distance call, etc.)

Maintain record of long distance calls

Rank

Times
Mentioned
(Per eta?

1.0 9S
2,0 92

3.0 38

4.0 87

5.0 84

6.0 68
7.0 66

8.0

9.0 45

11.0 39
11.0 39

11.0 39
13.0 26

14.0 23
15.0 21



PERCENTAGES OF CLERICAL WORKERS PERFORMING
CLERICAL TASKS

Times
Mentioned

Gresjc- Tasks rfOrqiky 86% or more Rank ,(Per Cent)

nts

Cut materials (scissors, paper cuter, etc.)

Arrange papers or articles on your own azdior

your employer's desk

Group 2 - Thsksperfamaedily 79% to 60%ot
Ire tints

Look up names and addresses
Assedble and staple duplicated material,
Change calendar daily
Look over notes and memos for the day
Check on supplies (for re-ordering purposes)
Wake notes for next day's work
Change dates on rubber stamps or time stamp

machine daily

Group 3- Tasks performed by 59% to 40% of
respondents

Order supplies of various kiads for the office
(from suppliers or central supply
dapartrent)

Send out notices of any type
Keep desks equipped with office supplies

(sharpened pencils, ink in pens, etc.)
Compare copy (one copy with Another copy)
Count items
Get information from various departments

needed for correspondence
Make out requisitions
Protect valuable and confidential materials
Distribute supplies
Inspect material received for completeness,

drags, etc.
Compile periodic reports
Make change
Take inventory
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1.0 81

2.0 80

3,0 79
4.0 74
5.0 73
6.0 71

7.0 70
8.0 65

9.0 64

W.5 58
U.S1 58

12.5 56
12.5 66
14,0 55

15.0 53
16.5 SO
16.5 50
18.0 49

19.0 48
20.0 45
21.0 43
22.0 40



CLERICAL TASKS CONTINUE
Times

Mentioned

aggaft 3AVIIMILWAIAELA
Rent. ,(Per Cjaei

ge2nts

Post notices
23.0 39

Route shipments of materials (Whir
office, between departments, etc.) 24.0 37

Weigh items
25.0 35

Work with records of time and time cuts 26.0 34

Dust employer's desk and keep employer's

desk neat
27.5 31

Gather data to fill out questionnaires 27.5 31

Check money orders, checks, etc., as to

wounts, dates, signatures 29.0 30

Vrt quotations on supplies (from supplier) 30.0 28

Keep Once manual or instruction book for

employees
31.0 27

Review unfinished business file 32.0 26

Check up on observance of various laws

(in connection with work) 33.0 25

Place daily newspapers, magazines, etc.,

on employer's desk 34,5 24

Keep deb, attendance of employees 34.5 24

Make cut accident reports for self or

oth'r workers
36.5 21

Keep records on maps or charts (sales

records, etc.)
36.5 21

Keep calendar marked with appointments

for dyer at his desk 38.0 20
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PERCENTAGES OF CLERICAL WORKERS
SECURING DATA

Tasks -gemmed b 80% or more
respon ants

Use telephone directory
Use dictionary

Group 2 - Tasks performed by 79% to 60% of

respondents

Use manuals
Use . . p Code Directory
Use office manuals

aga - Tasks rformedlly 59% to 40% of

res ants

Use city directory
Use other reference books or manuals

Use maps

Group 4- Tasks rfOrmed by 39% to 20% of

respondents

Use secretarial handbook
Use U.S. Postal Manual (postage rates,

types of mail, etc.)
Use technical manuals
Use newspapers

Rank

Times
Mentioned
(Per Cent)

1.0 94

2.0 84

3.0 66
4.0 63
5.0 61

6.0 54
7.0 44
8.0 42

9.S 33

9.5 33

11.0 27

12.0 22



PERCENTAGES OF CLERICAL WORKERS USING
MATHEMATICS

Times
Mentioned

Group 1 - Tasks erfonseor more Let (Per Cent)

ippon ants

Use addition 1.0 94

Use subtraction 2,0 89

Use multiplication 3.0 83

glaga- Tasks formed b 79% to 60% of
res ants

Use division
Add long columns of figures
Use decimals

glm.A- Tasks performed by 59% to 40% of
TO3 ents

Use fractions.
Convert fractions to decimals

Gr....s1m4 - Tasks rformed by 39% to 20% of

4.0 78
5.0 7S
6.0 65

7.0 56
8.0 40

Convert decimals to fractions 9.0 32

Compute percentage problems 10.0 31

Compute sales tax 11.0 29

Nr
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PERCENTAGES OF CLERICAL WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

gmELI- Tasks formed by 80% or more

VAS tS

None

gnmk. Tasks armed by 79% to 60% of
eats

None

gme2. Igaserformedlby 59% to 40% of
Ittpoifdents,

None

amea. Tasks erforoed b 39% to 20% of
res ent

Write receipts
Keep books and/or ledgers for any purpose
Take orders for various goods or services

Wm person or by phone)
Make journal entries (any type of journal)
Make entries in special journals (Cash

Receipts, Sales, Cash Payments, Purchases,
etc.)

Act as cashier or teller
Check bills and/or invoices ;(verify

extensions, etc.)
Deposit checks and/or cash in bank or

cashier's office
Apply for group insurance (as an employee)
Cash checks
Prove cash daily
Maintain price lists and make necessary

changes
Send out invoices for payment (on contract,

etc.)
OK bills of any kind
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Times
Mentioned

Rank (Per Cent)

1.0 38
3.0 37

3.0 37
3.0 37

5.0 30
6.5 28

6.5 28

8.S 26
8.5 26
10.0 23
11.5 21

11.5 21

13.S 20
13.5 20



PERCENTAGES OF CLERICAL WORKERS PERFORMING

EDITORIAL TASKS

Grow 1 - Tasks eertozotedbx 80% or more
respondents

None

- Tasks eerformed by 79% to 60% of
respondents

None

Sm.! - Tasks doused by 59% to 40% of
Alta

NOM)

92DUP 4 Tasks nerformed
-14s ants

b 39% to 20% of

Times
Mentioned

Rank /Per Cent

Make arrangements for centralized department to
print materials 1,0 21

Make arrangements for centralized department
to duplicate materials 2.5 20

Prepare material for printer or publisher 2.5 20
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PERCENTAGES OF CLERICAL WORKERS MEETING AND WORKING
woad PEOPLE

al Tasks starmed b 80% or more
respondta-

Give information in response to verbal
inquiries

Plan work for one's self

comu. Tasks rformad b 79% to 60% of
res is

Decide on priority of work for self
Direct people to proper office or department
Hear complaints in office and over telephone
Meet callers
Make introductions

9tVELA" efirailEt tY221.to 4" of
Elmo ents,

Make recommendations for improvements of
office procedures, routines, etc.

Confer with employer on policy, procedures,
etc.

Instruct new employees (work procedures, job
orientation, etc.)

Keep employer reminded of engagements,
dates, things to do, etc.

Give directions for work to be done (as a
co-worker or supervisor)

"Screen" , visitors or people who want to

see your employer
Coordinate with other personnel on various

matters for employer

amp.l.k. Tasks formed by 39% to 20% of
res ents

Get rid of cranks, beggars, and other un-
desirables 15.0 38

Make engagements and appointments for
employer 16.0 37

Rank

Tises
Mentioned

Cent)

1.0

,(Per

88
2.0 85

3.0 79
4.0 78

5.0 70
6.0 68
7.0 62

8.0 53

9.0 52

10.0 56

11.0 46

12.0 45

13.0 43

14.0 41



MEETING AND WORKING WITH PEOPLE CONTINUED

Rank

Times
Mentioned
itesCentl.

Plan work for others 17.0 36

Handle service calls on equipment 18.0 33

Decide on priority of work for others 19.0 32

Follow up on written notices for meetings

by telephone 20.0 31

Check up on unfinished work of °thee

employees 21.0 30

Distribute work among other employees (in

a supervisory capacity) 22.5 22

Counteract false reports which spread in

an organisation 22.6 22

Supervise other employees 24.0 21

Attend convention3, banquets, or meetings

outside of comparly but relating to

company business 26.0 20

Assist in plats for entertaiments11 recep-

tions, dinners, etc. 26.0 20

Round up people for meetings 26.0 20
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PERCEM'AGES OF CLERICAL INORICERS PERFORMING
NISCELLALAXIS TASKS

Ninsa- Tasks Rerformedtv 80% or rare
respondents

None

EMIL3:4" 7asks rfoseed b 79% to 60b of

Dust
Stralghtm up office
Run mauls

Thies
Mentioned

Rink Per Cent

1.0 79
2.0 77
3.0 64

gamil - Wm r.....afoled b 594 to 403.it
rtlea.....a

Clean and oil typewriter 4.0 52
Preps re or obtain coffee or refreshments for

eireloyer or his guests 5.0 47
Collect money from office employees for

various purposes 6.0 44

1112E4 - Tasks perform b 39% to 20% of

Clean and oil other office 'equipment besides

typewriter 7.0 29

Arrange physical layout of office, pietvres,
furniture, draperies, etc. 8.0 21

Advise employer of illnesses, deaths, ibirths,

weddings etc., of friends 9.0 20

115



.0.1

PERCENTAGES OP

BOOKKEEPINGACCOMMG WORD qs

PERFORMING TASKS
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PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING
TYPEWRITING TASKS

- Tasks srkoraed b 80% or more
res nts

Type addresses on envelopes and/or cards 1.0 89

Type carbon copies 2.0 83

Times
Mentioned

R.** 112tralt

Emma - Tasks rformed b /9% to 60% of

Type business letters 3.5 76

Proofread typewritten copy 3.5 76

Erase original copies 5,0 73

Erase carbon copies 6.5 71

Type aemorandums 6.5 71

Type and/or rule tabular materials (tables,
columns, rows of figures) 8.0 68

Type final copy from rough-draft copy 9.0 65

Type copy from =arranged copy 11.0 60

Type labels individually 11.0 60

Type cards .index cards, file cards,
"address finder" cards, etc.) 11.0 60

ImA. Tasks
rag

rformed by 59% to 40% of
ants

Type manuscripts and/or reports 13.0 59

Compose copy at the typewriter 14.0 56

Type on printed checks 15.5 SS

Type fill-ins on duplicated letters or
bulletins (form letters, etc.) 15.5 SS

Select or order other typewriting supplies
and equipment (erasers, ribbons, etc.) 17,0 53

Type on printed monthly statements 18.0 47

Select or order proper typewriting paper
and carbon paper 19.5 45

Type on printed W-2 tax forms 19.5 45

Prepare ruled business forms 21.0 43

Type on printed invoices 22.5 40
Type on printed tax returns 22.5 40
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TYPEWRITING TASKS CONTINUED

alma - Tasks performed b 39% to 20% of Rank

Times
Mentioned
ifer Cent).

rest ants

Type information on continuous roll tape
(gummed back or self - sealing back) 24,0 39

Type financial Balance Sheets 25,1 38

Type on printed payroll time sheets 26.0 37

Make corrections with Tip OK, Ko-rectype,
etc. (requires no erasing) 27.5 36

Type postal cards 27.5 36

Type on printed personnel forms 29.0 33

Type in outline form 30.5 31

Type on printed credit memorandums 30.5 31

Type financial Profit $ Goss Statements 33.0 30

Type on printed purchase orders 33.0 30

Type on printed vouchers 33.0 30

Type and correct stencils (Mimeograph
process) 35.0 28

Type financial budgets 36.0 26

Type on printed receipts 37.5 24

Typo Bonk Reconciliations 37.5 24

Type on printed purchase requisitions 39.0 22

Type minutes or reports of meetings 40.0 21

Type on printed credit inquiries 41.0 20
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PERCENTAGES OF BKPG /ACCTG WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

- Tasks rformed b 80% oz more

res is

Operate typewriter* NOTE: 40% use manuals

mcav 5% use electrics gm; 50% use both

manuals and electrics
Operate 10-key adding machine

Gma - Tasks rforaeltit
res nts

Operate copying machine (e.g. Xerox, Thy

Ozalid, etc.)
Operate paper punch
Operate calculator (?bnroe, Merchant, etc.)

Groal Tasks of
;ono nts

Operate paper cutter

Group 4,- Tasks perfmnadjmal to 20% of

respondents

Operate check writer protector
Operate 10-key printing calculator
Operate intercom
Operate mailing meter (postage meter)

Operate full-bank adding machine
Operate stencil duplicator (e.g.

mimeograph)
Operate numbeTing machine
Operate bookkeeping, machine

Times
Mentioned

Rank Zesant

1.0 95
2.0 89

3.0 67
4.0 64
5.0 60

6.0 SS

7.0 38
8.0 34
9.0 31

10.0 29

11.0 26

12.0 25
13.0 23
14.0 20

*This item did not specifically appear in questionnaire. The 95%

figure repesents a composite of three questionnaire iteus: "operate

manual typewriter," "operate electric typewriter (standard) ," and

"operate nIri Executive typewriter." The original data seemed to

indicate that the respondents did not differentiate between a steadard

electric and an IBM Executive typewriter.



PERCENTAGES OF BKPG/ACCTG WORKERS TAXING
DICTATION AND TRANSCRIBING

All tasks less than 20 percent.



PERCOTAGES OF BKPG/ACCTG M)RKERS PERFORMING
MAILING TASKS

Gm.1 - Tasks riVoi....Armed more
respondents

Times
Mentioned

Rank AnntISITa

Address letters, packages, etc.
Insert letters in envelopes

Group 2 - Tasks erfoised b 79% to 60% of

1.0
2.0

90
87

ants

Fold letters 3.5 79

Seal f.tuvelopes (manually) 3.5 79

Read incoming mail 5.0 71

Cpen mail 6.0 69

Tete mail to mail room or mail box 7.0 68

Mark, attach, or enclose materials for
outgoing mail

amml- Tasks rforme by 59% to 40% of

8.0 65

re ents

Stamp envelopes (manually) 9.0 58

Sort mail (for different persons) 10.0 57

Forward or distribute mail 11.0 SS

Sign for Registered Mail 12.0 52

Pick up mail (leave desk to obtain) 13.5 51

Take mail to post office 13.5 51

Make notes on incoming; mail which superior
should see 15.0 47

Purchase postage 16.0 44

Calculate postal rates (?arcal post,, bulk,
1st class mail, etc.) 17.5 42

Nave mail registered or certified 13.5 42

Attach pertinent correspondence to .5ncoming
mail for superior to refresh his memory 19,0 41

Sort mail (in priority order) 20,0 40
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NAILING TASKS CON7PUED Times
Mentioned

2E2E4,7 alicuerformetty.39% to 20% of Rank DESena
Lssmi...-dehts

Make up mailing list 21.0 37

Sign boss's mail (his tisnatme) 22.5 35

Read outgoing mail to Chock up on informa-
tion, etc. 22.5 35

Have mail insured 24.0 34

Stuff, bundle, sort, and/or label outgoing
bulk mail 25.5 33

Wrap and tie packages 25.5 33

Revise mailing list 27.0 32

Check mailing list 28.5 30

Stamp incoming mail (as to date, time,
etc.) 28.5 30

Obtain mailing material from Post Office
(certified 4 registered mail stickers,
rate sheets, etc.) 30.S 22

Keep postage meter record 30.5 22

Trace mail 32.0 21
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PERCENTAGES OF BKPG /ACCTG M)RXERS PERFORMING

FILING TASKS

Group 1, - Tasks formed by.1.01p1....more

respondents

Get materials from files
Sort materials for filing
Transfer records to inactive files

gvai Tasks rford...IL7.,_...9%to 60% of

Make &iders and folder titles for files

(labels)
Search for lost materials
File materials by name of person
Revise files
File materials by maker
File materials by topic or subject

Group 3 - Tasks rimmed b 59% to 40% of

respon ents

Handle classified or confidential files

Select and/or order filing equipment and

supplies
Control and manage filing system
Dispose of records
File materials by date
Keep card indexes of various kinds
Handle cress references

Group 4- Tasks rformed by 39% to 20% of

respo ents

Install filing system
Follow up relestsed materials
Keep tickler or follow-up files of vsi"lious

kinds
Check out materials from fi/c6 to

employees
Assign file numbers
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Lank

Times
Mentioned

r Cent)

1.0 91

2.0 88

3.0 81

4.0 79
5.0 74

6.0 69
7.0 66
8.0 63

9.0 60

10.0 57

11.5 53
11.5 53

13.0 52

14.5 49

14.5 49
16.0 42

17,0 37

18.9 36

19.0 35

20.5 31

20.5 31



PERCENTAGES OF BKPG /ACC' TG WORKERS PERFORWING

TELEPHONING AND COMMJNICATING TASKS

gingLigh Tasks by
respon ants

Answer telephone 1.0 98

Place telephone calls (local) 2.0 94

Place telephone memoranda, messages, etc.,
where employe: will see them 3.0 83

Carry out written or oral orders or
instructions of superiors 4.0 81

Times
Mentioned

Rank IBILSVIL

G,......3. - 'Lasjtspri2.....rmied of
respon ents

Turn telephone calls over to another
department 5.0 76

Compose correspondence 6.0 75

Place telephone calls (long distance) 7.0 65

Give oral directions to other office
workers 8.0 64

Compose business reports of any kind 9.0 63

EmpLI... Tasks erformed by 59% to 40% of

respondents

Compose written directions to other office
workers 10.0 44

PIMA- Tasks IptEeVIALMILI1121 of
lesnon nts

Receive telegrams and/or cablegrams 11.0 37

Screen employer's calls 12.0 35

Send telegrams and/or cablegrams 13,0 32

Maintain record of long distance calls 14.0 30
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PERCENTAGES OF UPG/ACCTC WORKERS PERFORMING

CLERICAL TASKS

Gx:is1- Tasks rformed b 80% or more

res ants

None

gamEAL- Tasks performed bi 79% to 6064 of

respondents

Check on supplies (for re-ordering purposes)

Hake notes for next day's work

Look up names and addresser.
Look over notes and meuos f,r the day

Arrange papers or articles on your own
and/or your employer's desk

Cut materials (scissors, paper cutter, etc.)

Change calendar daily
Asselble and staple duplicated materials

Compile periodic reports
Order supplies of various kinds for the

office (from suppliers or central supply

department)
Check money orders, checks, etc., as to

amounts, dates, signatures
Work with records of time and time cards

Protect valuable and confidential materials

Group 3 - Tasks rformed b 59% to 40% of

Os nts

Send out notices of any type
Compare copy (one copy with another copy)

Change dates on rubber stamps or time stamp

machine daily
Keep desks equipped with office supplies

(sharpened pencils, ink in pens, etc.)

Make change
Get information from various departments

needed for correspondence
Make out requisitions
Gather data to fill out questionnaires
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Times
Mentioned

Rank (Per Cent)

J..5 76

1.5 76

3.0 75

4.0 74

5.0 70
6,0 69

7.5 68
7.5 68
9.0 64

10.0 63

11.5 61

11.5 61

13.0 60

14.5 56
14.5 56

16.0 53

1.5 52

17.5 52

19.5 46

19.5 46

21.0 45



CLERICAL TASKS CONTINUED Times
Mentioned

Rank, AltESEria

Count items 22.0 43

Inspect material received for completeness,
damages, etc. 23.0 42

aagiA. Tasks -lerformed by 39% to 70% of
eats

Get quotations on supplies (from supplier) 24.0 39

Distribute supplies 25.5 38

Keep daily attendance of employees 25.5 38

Review unfinished business file 27.5 SS

Check up on observance of various laws
(in connection with work) 27.5 35

Take inventory 29.0 34

Dust employer's desk and keep employer's
desk neat 3%0 33

Make out accident reports Icr 31.1E or
other workers 31.0 32

Post notices 32.0 31

Keep office manual or instruction book for
employees 33.0 27

Route shipments of materials (within office,
between departments, etc,) 35.0 24

Weigh items 35.0 24

Renow newspaper and magazine subscriptions 35.0 24

Xeep records on maps or charts (sales
records, etc.) 37.5 22

Check tally Sheets on various jobs 37.5 22

Place daily newspapers, magazines, etc.,
on employer's desk 40.0 20

Make preparations for meetings 40.0 20

Secure government permits of various kinds
(buildings, tax etc.) 40.0 20
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PERCENTAGES OF BKPG/ACCTG WRKERS
SECURINC DATA

pm+, 1 - Tasks arfo rmed b 80% or more

Use telephone directory
Use dictionary

EmiLa- Tasks rformed by 79% to 60% of

resPonants

None

Use c an manuals
Use o ce manuals
Use U.S. Zip Code Directory

Gmak± Tasks rforr ad b 39% to 20% o

ayes Dente

Use city directory
Use other reference books or manuals
Use maps
Use technical manuals
Use g.S. Postal Mammal (postage rates,

types of mail, etc.)
Use newspapers
Use magrtinits
Use secrutari, handbook
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Rank

Times
Mentioned

Per Cent)

1.0 96
2,0 85

3.0 55
4.0 48
5.0 46

6.0 39
7.0 36

8.0 32

9.0 27

10.5 25

10.5 25

12.0 22
13.0 20



PERCENTAGES OF 8KPG/ACCTG WORKERS USING
NATUEMATICS

Group 1 - Tasks performed by 80% or more

11222!i°nts

Use subtraction
Use division
Use addition
Ose multiplication
Uxo decimals
Add long columns of figures
Use fractions

Empa- Tasks Rerfammiby 79% to 60% of
respondents

Times
Mentioned

Rank 11 Ittitati:

1.0 98

2.5 97
2.5 97
4.0 96
S,S 92

5.5 92
7.0 86

Convert fractions to decimals 8.0 74

Compute percents,! problems 9.0 70

Convert decimals to fractions 10.0 69

Compute sales tax 11.0 61

Compute trade and cash discount

Tasks eta 39% to 20% of

12.0 47

Compute irterest charges 13.9 37

Covputc amount amid per cent of markup or
loss 14.0 24

Compute property and/or income taxes 15.0 23

Work with reciprocals 16.0 22

Compute insurance premiums (life, medicpl,
retirement, etc.) 17.0 21
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PERCENTAGES OF 8KMACCTG WORKERS PERFORMING
FINANCIAL AND RECORDKEEP1NG TAM

- Tasks performed bI. 80% or more

None

Group 2 - Ta5ks performed b 79% to 60% of

reslondents

Keep books and/or ledgers for any purpose
Make journal entries (any type of journal)
Check bills and/or invoices (verify

extensions, etc.)
Write checks (far any purpose as a part of

your job)
Make entries in special journals (Cash

Receipts, Sales, Cash Payments, Purchases,
etc.)

Use ledger accounts with "balance" column
(balance form)

Post (transfer) entries from journals to
a ledger (group of accounts)

Group 3 - Tasks erformed b 9 to 40% of

respondents

Work with subsidiary ledger (accounts
receivable, accounts payable, etc.)

Deposit checks and/or cash in bank or
c*sliier's office

Compute payrals for employees
Make "General Journal" entries
Give checks to employer for signature
Keep current files of invoices and

purchase orders
Calculate deductions (Income Tax, FICA,

Insurance, etc.)
Maintain payroll register (all employees

listed)
Maintain individual employee's earnings

records
Write receipts
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Times
Mentioned

Ronk (Per Cent]

1.0 75
2.0 70

3.0 69

4.0 65

5,0 63

6.0 62

7.0 61

8.5 59

8.5 59

10.0 58

11.0 57
12.0 56

13.5 SS

13.5 SS

15.0 54

16.5 52

16.5 52



FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Write checks for payroll
Use check register
OK bills of any kind
Take care of checkbook and stubs
Make "Combined Journal" entries
Keep records for FICA tax (Social Security)
Maintain file of W-4 forms
Cash checks
Reconcile bank statement
Make out withholding tax statements at

end of year (W-2 forms)
Send out invoices for payment due (on

contract, etc.,;
Prepare Worksheet
Act as cashier or teller
Prove cash daily
Take orders for various goods or services

(L person or by phone)
Keep reords for income taes
Make out reports for state and/or Federal

Government pertaining to various taxes
Prepare a Trial Balance at end of month or

fiscal period (prove equality in ledger)
Keen cash account
Take care of bankbook

Tasks performed by 39% to 20% of
respondents

Endorse checks
Figure extensions
Total weekly or mouthly sales
Compile statistical data
Prepare Balance Sheet
Make lists of employees for income tax

purposes (salaries, etc.)
Keep track of bad debts
Record time clock data on payroll. forms
Make out monthly statements (for services

rendered, goods sold, etc.)
Keep records pertaining to State Industrial

Insurance
Prepare adjusting entries at end of month

Rank

Times
Mentioned.
ster Cent)

18.0 50
19.5 49

19.5 49
21.5 48
21.5 48
24.0 46

24.0 46
24.0 46
26.0 45

27.0 43

28.5 42
28.5 42
31.0 41

31.0 41

31.0 41

35.0 40

35.0 40

35.0 40
35.0 40
35.0 40

39.0 39

39.0 39
39.0 39
41.0 38
42.0 37

44.0 36

44.0 36
44.0 36

47.0 35

17.0 35
47.0 35



FINANCIAL AND RECORDICEEPINC TASKS CONTINUED

Make entries directly to accounts if
business does not use journals

Close ledger accounts
Keep records pertaining to State Un-

employment taxes
Handle collection of outstanding debts

(accounts receivable)
Keep records pertaining to sales tax
Age the accounts receivable
Prepare closing entries at end of month

or fiscal period
Rule ledger accounts at end of month or

fiscal period
Keep records of sales exempt from tax
Keep petty cash account
Make petty cash payments
Count money to verify cash register

returns
Sell various goods or services
Look up or check on financial ratings of

customers or employees
Keep records pertaining to FUTA tax

(Federal Unemployment tax)
Rule journals at end of month or fiscal

period
Apply for group insurance (as an

employee)
Work in connection with state or federal

taxes other than 840, FUTA, FICA, Incooe,
State Unemployment, State Industrial
Insurance, or sales tax, licenses,
permits, reports, etc.

Prepare reversing entries at end of month
or fiscal period

Figure inventory ;value)
Send out credit memos for goods returned,

etc.
Maintain price lists and make necessary

changes
Figure discount and maturity dates
Prepare Profit and Loss Statement (Income

Statement) at end of month or fiscal

period
Prepare sales slips
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Pank

50.0
50.0

Tires
Mentioned
(Per Centf

50.0 34

5 .04 33

54.0 32

54.0 32

54.0 32

57.0 31

57.0 31

57.0 31

60.5 30

60.5 30
60.5 30

60.5 30

63.0 29

64.S 28

64.5 28

66.5 27

66.5 27

68.5 26

68.5 26

71.5 25

71.5 25

71.5 25

71.5 25



FINANCIAL AND RECORDKEEPING TASKS CONTINUED Times
Mentioned

Rank 2cr Cent"

Record doily sales in unit control forms 75.0 24

Keep records pertaining to 1140 Tax 75.0 24

Keep books which supply data for income
tax for company, trust, etc. 75.0 24

Post data on daily sales sheets by depart-
ment or employee 81.0 22

Make decisions on discounts allowable 81.0 22

Record inventory records in proper forms 81.0 22

Work with city and/or county tax state-
ments 81.0 22

Keep records pertaining to employees
belonging to union 81.0 22

Assemble and/or interpret cost data 81.0 22

Prepare Post-Closing Trial Balance at end
of month or fiscal period 81.0 22

Prepare any other azcounting data for
transmittal to computer center 81.0 22

Use voucher register 81.0 22

Mork with accruals 86.5 21

Make entries only in journal(s) if
business uses only journal (s) - -does
not use any accounts as such 86.5 21

Keep wage and sales comparison records 89.0 20

Keep record of interest-due dates 89.0 20

Sign checks 89.0 20
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PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING
EDITORIAL TASKS

kmu. Tasks Enedlrfini10%ormore
respon ts

None

Tasks rformed by 79 of
rem ents

None

Group 3 - Tasks terformed by 59% to 40% of
respondents

None

Times
Mentioned

Rank Per Cent

Group, - Tasks earateLitilliaLd
respon nts

Gather data for reports 1.0 24

Compile one report from numerous small
ones 2.0 22
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PERCENTAGES OF BKPG /ACCTG WORKERS MEETING AI hVRKING

WITH MEOPLE

E2BL -Ta...........bilPraedik% or apre
MU° eats

Plan work for one's self
Give information in response to verbal

inquiries
Decide on priority of work for self

itmt Tteks_performed by 79% to 60% of

Direct people to proper office or depart-
ment

Hear complaints in office and over tele-
phone

Groml - Tasks erformed by 59% to 40% of

respondents

Meet callers
Make introductions
Make recommendations for improvements of

office procedures, routines, etc.
Confer with employer on policy, procedures,

etc.
Keep employer reminded of engagements,

dates, things to do, etc.
Give directions for work to be done (as a

co-worker or supervisor)
Instruct new employees (work procedures,

job orientation, etc.)
Coordinate with other personnel on

various matters for employer
Handle service cells on equipment
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Times
Mentioned

Rank jar.Selt

1.0 90

2.0 83

3.0 60

4.5 71

4,5 71

6.5 S6
6,S 56

8.0 SS

9.0 51

10.0 48

11.0 4S

12.0 43

13.5 40
13.5 40



MEETING AND WORKING WITH PEOPLE CONTINUED

Group 4 Tasks r, formed IT 39% to 20% of_
respon ents

Get rid of crnks, beggars, and other
undesirables

Plan work for others
Consult with attorney, tax-examiner,

auditor, etc.
Check up on unfinished work of other

employees
Make engagements and appointments for

employer
Approve (OK) customers' checks, charge

purchases, etc.
"Screen" visitors or peoplo who want to

see your employer
Manage office
Decide on priority of work for others
Counteract false reports which spread in

an organization
Supervise other employees
Distribute work among other employees

(in a supervisory capacity)
Follow up on written notices for meetings

by telephone
Investigate references, personal or

financial
Attend conventions, banquets, or meetings

outside of company but relating to
company business

Interview and/or recommend applicants for
employment
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Rank

Times
Mentioned
(Per C....law

15.5 37
15.5 37

17.0 36

18.5 32

18.5 32

20.5 31

20.5 31
23.0 28

23.0 28

23.0 28

2S.5 27

25,5 27

27.0 24

28.0 23

29.0 22

30.0 20
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PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING
MISCELLANEOUS TASKS

Group 1- Tasks perfermed.h110% or more
respondents,

Times
Mentioned

Rank (per

None

Group 2 - TasksjaEfprmed b 79% to 60% of

1.0
2,0
3.0

77
73
60

b.e.maultntsI

Straighten up office
Dust

errtinds

Group 3 - Tusks rformed by 59% to 40% of

4.0 41Clean and oil typewriter

Group 4 - Tasks rformed by 39% to 20% of
rOS is

Prepare or obtain coffee or refreshments fox
employer or his guests 5.0 39

Collect money from office employees for
NiTiOUS purposes 6.0 37

Clean and oil other office equipment
besides typewriter 7.0 32

Advise employer of illnesses, deaths,
births, weddings, etc., of friends 8.0 28

Select or order furnishings for office 9.5 24
Arrange physical layout of office, pictures,

furniture, draperies, etc. 9.5 24
Shop for employer 11.0 20



PERCENTAGES OP

BUSINESS MACHINE OPERATORS

PERFORMING TASKS
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
TYPEWRITING TASKS

alma- Tasks pert) d by 80% or more Rank

Times
Mentioned

Cent)
respondents

1.0

2.0
3.0

,(Per

83

64
62

Type addresses on envelopes and/or cards

Group 2 - Tasks rformeLtUeLt/212191

Type labels individually
Proofread typewritten copy

Group 3 - Tasks rformed b 59% to 40% of
respo t

Erase carbon copies 4.0 59
Erase original copies S.0 57

Type carbon copies 6.0 SS

Type and/or rule tabular material (tables,
columns, rows of figures) 7.0 52

Type business letters 8.0 45

Type somorandums 9.0 44

Group 4 - Tasks 2erformed by 39% to 20% of
musdentsT

Type manuscripts and/or reports 10.5 39
Type cards (index cards, file cards,

"address finder" cards, etc.) 10.5 39
Mike corrections with Tip OK, Ko-rectyp

etc. (requires no erasing) 12.5 38
Type fill-ins on duplicated letters or

bulletins (form letters, etc.) 12.5 38
Type final copy from rough-draft copy 14.0 35
Type copy from unarranged copy 15.0 32
Type information on continuous roll tape

(gummed back or self-sealing back) 16.0 31

Compose copy at the typewriter 17.0 21
Select or order proper typewriting paper

and carbon paper 18.0 20
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PERCENTAGES OF BUSINESS MACHINE OPERATORS OPERATING
OFFICE WHINES AND EQUIPMENT

042.2.- Ta sks_peerfor ed b 80t or more

Times
Mentioned

!WA (Per Cent

Operate cypewriter* NOTE: 32% use manuals
my; 7% use electrics only; 42% use both
manuals and electzics 1.6 81

Grp Tasks performed by 7 % to 60% of
nts

Operate 10-ke r adding machine 2.0 68

Operate paper cuter 3.0 61

T b 59% to 40% of
rats

Operate copying machine (e.g. Xerox,
Thermofax, Ozalid, etc.) 4.0 S9

Operate paper punch S.0 53

Operate calculator (Monroe, Merchant, etc.) 6.0 47

Operate bookkeeping machine 7.0 41

41110.11111.1111110AD

Group 4 - Tasks formed ly 39% to 20% of
Ee ±0 t 3

Operate full -bank adding machine 8.0 31

Operate switchboard (PBX) 9.0 29

Operate numbering machine 10.0 26

*This item did not specifically appear in questionnaire. The 81%

figure represents a composite of three questionnaire items: "operate

manual typewriter," "operate electric typewriter (standard)," and

"operate IBM Executive typewriter." The original data seemed to

indicate that the respondents did not differentiate between a
standard electric and an 18K Executive typewriter.
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PERCENTAGES Of BUSINESS MACHINE OPERATORS TAKING

DICTATION AND TRANSCRIBING

All tads less than 20 percent.



....____ -,...".......mx.rageTwM11.

PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

NAILING TASKS

Group 1 - Tasks or more

respondents

Group 2 - Tasks rforaaes bar 7

ret

None

to of

Group 3 .. Tasks er formity11$ to 40% of

Via nil

Addref4s letters, packages, etc.
Pick up mail (leave desk to obtain)
Seal envelopes (manually)
Insert letters in envelopes
Take mail to mail room or mail box
Forward or distribute mail
Mark, attach, or enclose materials for

outgoing mail
Fold letters
Stamp envelopes (manually)

Group 4 - Tasks performtd by 39% to 20% of

respondents

Sort mail (for different persons)
Open mail
Calculate postal rates (parcel post, bulk,

1st clam.. mail, etc.)

Read incoming mail
Stuff, bundle, sort, and/or label outgoing

bulk mail
Road outgoingaAil to check up on informa-

tion, etc.
Stamp incoming mail (as to dte., time,

utc.)
Check mailing list
Sign boss's mail (his signature)
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Rank

Times
Mentioned
Per Gant

1.0 75

3.0 53
3.0 53

3.0 S3
S.0 51

6.0 49

7.0 44

E.0 42

9.0 41

10.5 34

10.5 34

12.0 33

13.0 26

14.0 25

15.5 23

15.5 23

17.5 2?

17.5 22



PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

FILING TASKS

croup Tasks rformedaLlazume
xespon nts

Get materials from files

Group 2 - Tasks performed by 79% to 60% of
is

Sort materiels for filing
Search for lost materials
Make folders and folder titles for files

(labels)

Group 3 - Tasks performed by 59% to 40% of

File materials by name of person
File materials by date
Transfer records to inactive files
File materials by number
File materials by topic or subject
Revise file :

Howie cross references

GITRA Tasks rformettratI220% of
res is

r.

Handle classified or confidential files
Dispose of records
Keep card indexes of various kinds
Follow up released materials
Check out materials from files to

employees
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Rank

Times
Mentioned
(Per Cent)

1.0 80

2.0 69

3.0 64

4.0 63

5.0 57

6.0 53
7.0 48
8.0 46

9.0 42

10.0 41

11.0 40

12.0 38
13.0 36

14.0 33

15.0 31

16.0 22



PkRENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Simptl- Task erforred by 80% or more
nts

Times
Mentioned

Rank (Per Cent

Answer telephone
Turn telephone calls over to another

departmert
Place telephone calls (local)

1.0

2.0
3.0

92

8S
82

Group 2 - Tasks rformed br 79% to 60% if

res

Carry out written o:r oral orders or
instructions of superiors 4.0 77

Place telephone memo Ganda, messages, etc.
where employer will sec them S.0 72

Place telephone calls (long distance) 6.0 70

Give oral directions to other office
workers 7.0 62

Group 3 - Tasks performei b 59% to 40t of,
respon is

Screen employee!. calls 8.0 44

Compose written directions to other office
workers 9.0 43

Group 4- Tasks performed by 39% to 20% of
res ts

Compose business reports of any kind 10.0 39

Compose correspondence 11.0 32

Maintain record of long distance calls 12.0 22
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

CLERICAL TASKS

Group 1 - Tasks eerforaed by 80% or more
respondents

None

Group 2 - Tasks performed by 79% to 60% of
20S

Tines
Mentioned

Rank (Per Cent)

Look up names and addresses
Change calendar daily
Check on supplies (for re-ordering

pqrposes)

Grout 3 - Tasks rforned by 59% to 40% of

1.5
1.5

3.0

63
63

61

respon is

Arrange papers or articles on your own and/or

your employer's desk 4.0 56

Assemble and staple duplicated materials 5.5 52

Change dates, on rubber stamps or time
stamp machine daily 5.5 52

Look over notes and UOMOS for the day 7.5 50

Cut materials (scissors, paper cutter,
etc.) 7.5 50

Compare copy (one copy with another copy) 9.0 48

Make notes for next day's work 10.0 46

Count items 11.0 44

Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.) 12.0 43

Order supplies of various kinds for the
office (from suppliers or central supply
department) 13.0 41

Group 4 ........11.83131/122211111.17.21.ILMIE
nts

Send out notices of any type 14.5 37

Check money orders, checks, etc., as to
amounts, dates, signatures 14.5 37

Make out requisitions 16.5 33
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CLERICAL TAM CONTINUED

'ink

Times
Mentioned
(Per Cent).

Co!p!ae periodic reports 16.5 33

Make change 18.0 29

Get information from various departments

needed for correspondence 20.0 26

Distribute supplies 20.0 26

Work with records of time and time cards 20.0 26

Review unfinished business file 23.5 22

Keep records on maps or charts (sales

records, etc.) 23.5 22

Tak, inventory 23.S 22

Weigh items 23.5 22
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PERCENTAGES OF BUSINESS MACHINE OPERATORS
SECURINJ DATA

Group 1 - Tasks ormed b 80% or more

res

Use telephone directory

Grotsl- Igkseprformed b 79% to 60% of
revondints

Use dictionary
Use city directory

f4ma . Tasks ormed b 59% to 40% of

respo is

Use office manuals
Use manuals

Use , p Code Directory

Grove 4,- Tasks nerformed by 39% to 20% of

respondents

Use technical manuals
Use other reference books or manuals

Use maps
Use U.S. Postal Manual (postage rates,

types of mail, etc.)
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Rank

Times
Mentioned
(Per Cent)

1.0 85

2,0 67

3.0 63

4.0 58

5.0 33

6.0 46

7.0 32

8.0 25

9.5 22

9.5 22



PFACEVIAGES OF BUSINESS MACHINE OPERATORS USING

NATEEKATICS

Group 1 - Tasks rformed by 80% or more

CMS

Use addition
Use subtraction

Group 2 - Tasks mAyydA79% to 60% of
rss s

Use multiplication
Add long columns of figures

Use decimals
Use fractions
Use division

Group 3 - Tasks rformed b 59% to 40% of

TOS nts

Convert fractions to decimals

Convert decimals to fractions

Compute percentage problems

res ents

Compmte sales tax
Compute interest charges

Compute trade and cash discount
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Rank

Times
Mentioned
(Per Cella

1.5 90

1.5 90

3.0 79

4.0 78

5.0 76

6,5 72

6.5 72

8.5 57

8.5 57

10.0 42

11.0 39

12.0 30

13.0 23



PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

FINANCIAL AND RECORDKEEPING TASKS

Grain R Tasks rformed by 80% or more
res oil is

Sone

Group 2 - Tasks performed by 79% to 60% of
respond es,

None

Group 3 ,sk rformed by 59% to 40% of

Keep books and/or ledgers for any purpose
Make journal entries (any type of Journal)
Check bills and/or invoices (verify

extensions, etc.)
Write receipts

EMEL1.-
raspan is

Post (tunsfor) entries from journals to a
lcdgor (group of accounts)

Figure extensions
Send out invoices for payment due (an

contract, etc.)
Figure discount and maturity dates
Make entries it special journals (Cash

Receipts, Sales, Cash Payments, Purchases,
etc.)

Prepare Worksheet
Make "General Journal" entries
Make entries directly to accounts if

business does not use Journals
Use ledger accounts with "balance" column

(balance form)
Prepare a Trial Balance at end of month

or fiscal period (prove equality in

ledger)
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Times
Mentioned

Rank (Per Cent)
OPNIMMONINNO

1.0 46
2.0 44

3.0 42
4.0 41

5.0 34
6.0 31

8.5 27
8.5 27

8.5 27
8.5 27
14.5 23

14.5 23

14.S 23

14.5 23



FINkiCIAL AND RECORDKEEPING TASKS CONTINUED Times
gentJotted

Rank STatIALUIt

Prepare adjusting entries 14.5 23

Send out credit mews for goods returned*

etc. 14.5 23

Write checks (for any purpose as a part

of your job) 14.5 23

Keep current files of invoices and purchase

orders 14.5 23

OK balls of any kind 19.0 10
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PERCENTAGES OF BUSINESS MACHINE OPERA PL1FORMING

EDITORIAL TASKS

- Tasks erfoxsed or ro e

res pondents

None

- Tasks domed b
nts

None

- Tasks rformed by 9 40% of

respondents

None

Group 4 Tasks rformed by 39% to 20% of

res is

Times
Mentioned

Rank. _(Per Centi

Compile one report from numerous small ones 1.0 20
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PERCENTAGES OP BUSINESS MACHINE OPERATORS MEETING AND WORKING

WITH PEOPLE

Times
Mentioned

roue 1 - Tasks rforme 80% or sore Rank (Per Cent)

1222R! ts

None

Group, 2 Tasks rformed b 79

res

of

Give information in response to verbal
inquiries

Plan work for one's self
Direct people to proper office or

department
Docile on priority of work for self

Grp - Tasks rforeed10% of
isres

Instruct na' employees (work vocedures
job orientation, etc.)

Hear complaints in office and over
telephone

Give directions for work to be done (as
a co-worker or supervisor)

Meet callers
Make introductions
Make recommendations for improvements of

office procedures routines, etc.

Group Taskuerformed by 39% to 20% of
TO SpOndOTIt

Handle service calls on equipment
Plan work for others
Keep employer reminded of engagements,

dates, things to do, etc.
Coordinate with other personne on

various matters for employer
Decide on priority of work for others
Confer with employer on policy, procedures,

etc.
Make engagements and appointments for

employer
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1.0 74

2.0 70

3.0 67
4.0 62

5.0 59

6.0 58

8.0 42
8.0 42
8.0 42

10.0 41

11.0 35
12.0 31

13.5 29

13.5 29

15.0 27

16.0 23

17,0 21



PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

MISCELLANEOUS TASKS

Group 1 - Task
rev°

None

ents

Times
Mentioned

b 80% more Rank jr b CentL

- Tasks rfomedof
respondents

Oust
Run errands
Straighten up office
Collect money from office mip

various purposes

for

Group 3 - Tasks rformed by 59% to 40% of

res

None

gmE1- Tasks rformed by 39% to 20% of

res ents

Clean and oil typewriter
Clean and oil office equipment other than

typewriter
Prepare or obtain coffee or refreshments

for employer or his guests
Purchase flowers, fruit, books, gifts,

etc for office
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1.0 79
2.0 76
3.0 65

4.0 62

5.5 29

5.5 29

7.0 28

8.0 20



PERCENTAGES OF

DATA PROCESSING WORXERS

PERFORMING TASKS
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PERCENT III OF DATA PROCESSING WORKERS PERFORMING

TYPEWRITING TASKS

Group 1 - Tasks Rerformed by 80% or more
respondents

Not

Group 2 - Tasks performed by 79% to 60% of

respondents

Times
Mentioned

Rank ifir...C.....Lent

None

Group Tasks performed by 59 to 40% of

1.0
2.0
3.0

45
42
40

respondents

Prooflzad typewritten copy
Type labels individually
Type addresses on envelopes and/or cards

4 Ttsksperformed by 39% to 20% of
respondents

Erase carbon copies 4.0 35

Type business letters 5.5 3C

Type carbon copies 5.5 30

Type information on continuous roll tape

(gummed back or self-sealing back) 7.5 26

Type final copy from rough-draft copy 7.5 26

Type copy from unarranged copy 9.5 24

Erase original copies 9.5 24

Type in outline form 12.0 21

Type and/or rule tabular material (tables,

columns, rows of figures) 12.0 21

Make corrections with Tip OK, Ko-lvetype,
etc. (requires no erasing) 12.0 21

Type memorandums 14.0 20
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PERCENTAGES OF DATA PROCESSING WORKERS OPERATING

OFFICE MACHINES AND EQUIPMENT

Group I Al elUL aftemLti1915SIPM.
rem is

Operate key punch

EnsLA4- Tasks rerformed by -01% of
re spondents

Operate sorter
Operate Card Verifier
Operate 10-ke adding machine
Operate typewriter* NOTE: IS% use manuals

911.1x 22% use electrics Eat 27% use both

manuals and electrics

to burster machine

Group 4 - Tasks rformed by 39% to 20% of
remndents-

Operate paper cutter
Operate tabulatinf machine
Operate copying machine (e.E. Xerox,

Thersofax, Ozalid, etc.)
Operate intercom
Operate paper punch
Operate mailing meter (postage meter)
Operate computer
Operate automatic collutur
Operate gang punch

Rank

Times
Mentioned
(Per Cent)

1.0 9:

2.0 74

3.0 71

4.0 70

S.0 64

b0 43

7.0 38
8.0 34

10.0 33

10.0 33

10.0 33

12.0 32

14.0 27

14.0 27

14.0 27

Min item did not specifically appear in questionnaire. The 64% figure

represent: a composite of three questionnaire items: "operate manual

typewriter," -e4Terate electric typewriter (standard) ," and "operate

IBM Executive typewziter." The. original data seemed to indicate that

the respondents did not Zifferentiate between a standard electric and

an IBM Executive typewriter.
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All tasks less than 20 percent.

PERCENTAGES OF DATA PROCESSING WORKERS TAKING



PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING
MAILING TASKS

Growl - Tasks performed by 80% or more

322220ents

None

Group 2 - Tasks performed b29% to 60% of
respondents

None

Group 3,- Tasksimrformed by 591 to 40% of

Take mail to mail room or mail box

Group 4 - Tasks lerformed by 9% to 20% of
respondents

Address letters, packages, etc.
Seal envelopes (manually)
Stuff, bundle, sort, and/or label outgoing

bulk sail
Insert letters in envelopes
Open mail
Stamp envelopes (manually)
Mark, attach, or enclose materials for

outgoing mail
Wrap and tie packages
Sort mail (for different persons)
Fold letters
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Times
Mentioned

Rank Per care,"

1.0 46

2.0 36
3.0 31

4.0 30
S.0 26

6.0 2S

9.0 21

9.0 21

9.0 21

9.0 21

9.0 21



PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING
FILING TASKS

Tasks rformed b 80% or acre
reapon nts

None

Group 2 - Tasks rformed by 79% to 60% of
respon is

File materials by number
Get materials from files

Group 3 - Tasks ,rformed by 59% to 40% of

respo ants,

Sort. aterials for filing
Search for lost materials
Transfer records tc inactive files

4 - Tasks performedjz.must2.214A

Dispose of records
Handle classified or confidential files
Make folders and folder titles

Assign file numbers
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File materials by name of person
File materials by date

Keep card indexes of various kinds
Revise files

Times
Mentioned

Rank Esrasan

1.0 70

2.0 60

3.0 59
4.0 49

5.0 44

6.0 35

7.0 34

8.0 31
9.5
9.5 g
11.0 26

12.0 21

13.0 20



PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Group 1, Tasks patterned by 80% or acre
respondents

None

Group - Tasks ?formally...II% to 60% of2

Times
Mentioned

Bonk (Per Cent)

TOS is

1.0

2.0

3.0

70

65

61

Answer telephone
Turn telephone calls over to another

department
Place telephone memoranda, messages, etc.,

whero employer will see them

- Tasks perforaed b 59% to 40% of

4.5 56Place telephone calls (local)
Give oral directions to other office

workers 4.5 56
Carry out written or oral orders or

instructions of superiors 6.0 55

Group 4 Tasks rformed by 39% to 20% of
eats

Place telephone calls (long distance) 7.5 26
Compose correspondence 7.5 26
Compose written directions to other office

workers 9.5 25
Compose business reports of any kind 9.5 25
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PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING
CLERICAL TASKS

Group I . Tasks rformedlos)Lore
respon ts

None

gv2p1- Tasks performed by 79% to 60% of
respondents

Mentioned
Rank (Per Cent)

None

Group 3 Tasks performed by 59% to 40% of

1.0

2.5
2.5
4.5
4.5

0

45
45
40
40

mpondents

Work with records of time and time cards
Arrange papers or articles on your own and/or

your employer's desk
Look up names and addresses
Compare copy (one copy with *nether copy)
Look over notes and MOWS for the day

Group 4 - Tasks rformed by. 39% to 20% of

,respon ants

Change calendar daily 7.0 35

Make notes for next day's work 7.0 35

Change dates on rubber stamps or time stamp
machine daily 7.0 35

Cut materials (scissors, paper cutter,
etc.) 10.5 30

Keep office manual or instruction book for
employees 10.5 30

Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.) 10.5 30

Assemble and staple duplicated materials 10.5 30

Count items 13.0 2S

Order supplies of various kinds for the
office (from suppliers or central
supply department) .5 20

Check on supplies (for re-ordering
purposes) 15.5 20

Check tally sheets on various jobs 15.5 20

Send out notices of any type 15.5 20
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PERCENTAGES OF DATA PROCESSING WORKERS
SECURING DATA

Ettml. Tasks performed by 80% or more
respo is

None

G..... .I Tasks rformed b 79% to 60% of

r
Use telephone directory

Semi- Tasks rformed b 59% to 40% of

res ents

Use U.S. Zip Code Directory
Use office manuals
Use dictionary
Use company manuals

Gtoup, 4 - Tasks terformed by 39% to 20% of
respondents

Use city directory
Use technical manuals
Use beS, Postal Manual (postage rates,

types of mail, etc.)
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Times
Mentioned

Rank Per Cent

1.0 79

2.0 58
3.0 56
4.0 46
5.0 41

6.0 23
7.0 21

8.0 20



PERCENTAGES OF DATA PROCESSING WORKERS USING

MATHEMATICS

Group 2 - Tasks rformed by 80% or more

TO3 nts

Use addition
Use subtraction
Use multiplication

Group 2 - Tasks rformed by 79% to 60% of

res ents

Add long columns of figures
Use division
Use decimals

Group 3 -.....a...ILIlaSETasksform1212E
respo is

Use fractions

Group 4 : Tasks perform by 39% 20% of

respondents

Compute percentage problems
Convert fractions to decimals
Compute sales tax
Convert decimals to fractions
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Rank

Times
Mentioned
(Per Cent)

1.5 90
1.5 90
3.0 85

4.0 75

5.0 68
6.0 65

7.0 41

8.0 35

9.0 31

10.0 26

11.0 21



PERCENTAGES OF DATA PROCESSIUG WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

- Tasks rforised b 80% or more
cents

None

Emp, 2 - Tasks rfo d 79% to 60% of

None

Grouea- Tasks rfoad by 59% to 40% of
respon euts

None

Time
Mentioned
(Per Cent)

- Tasks rforled by 39% to 20% of
res is

Prepare any accounting data for transmittal

to computer center 1.0 30

Make Journal entries (any type of journal) 2.0 25

Send out invoices for payment due (on
contract, etc.) 4.0 20

Check bills and/or invoices (verify
entensicns, etc.) 4.0 20

Keep books and/or ledgers for any purpose 4.0 20
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PERCENTAGES OP DATA PROCESSING WORKERS PERFORMING
EDITORIAL TASKS

All tasks less than 20 percent.



PERCENTAGES OF DATA PROCESSING WORKERS MEETING AND WORKING

WITH PEOPLE

Group - Tasks rformed b 80% or more

None

GrouBl- Tasks rformed b 79% to 60% of

'rem ents

Decide on priority of work for self

Plan work for one's self

Group Tasks rformed by S9% to 40% of

respon is

Give directions for work to be done (as a

co-worker or supervisor)
Give information in response to verbal

inquiries
Direct people to proptr office or department

Plan work for others
Instruct new employees (work procedures,

job orientation, etc.)
Make recommendations for improvements of

office procedures, routines, etc.
Hear complaints in office and over telephone

Decide on priority of work for others

G r a t E L 1 - Tasks db 9% to 20% of

re po ent3

Check up on unfinished work of other

employees
Make introductions
Distribute work among other employees (in

a supervisory capacity)

Get rid of cranks, beggars, and other

undesirables
Confer with employer on policy, procedures,

etc.
Supervise other employees
Coordinate with other personnel on various

matters for employer
Meet callers
Handle service calls on equipment
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Times
Mentioned

WOMPWINONISM
Rank der Cent),

1.0 75

2.0 70

3.0 SS

4.0 SO
6.0 45

6.0 4S

6.0 45

9.0 40

9.0 40

9.0 40

U.S 35

11.5 35

13.5 30

13.5 30

16.0 25

16.0 25

16.0 25

16.0 25

19.0 20



PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING

MISCELLANEOUS TASKS

Grow 1 Tasks rfonws b 80% or more

respo ents

None

ag.v.i. Tasks rf by 79% to 60% of
is

None

Group 3 - Tasks performed S9% to 40% of

MP° tints

Oust
Straighten up office
Run errands

Group 4 - Tasks rformed by 39% o 2og of
respondents

Prepare or obtain coffee or refreshments for

employer or his guests
Collect money from office employees for

various purposes
Clean and oil other office equipment

besides typewriter
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Times
Mentioned

Rank (Per Cent)

1.0 SS

2.5 40
2.5 40

4.0 35

5.5 25

5.5 25



CONCLUSIONS, IMPLICATIONS, AND RECOMMENDATIONS

Conclusions and Implications

The 599 office tasks have been clustered within 13 major categories

of tasks --typewriting, office machines and equipment, dictation and

transcribing, mailing, filing, telephoning and communicating, clerical,

securing data, mathematics, finanextl and recordkeeping, editorial,

meeting and working with people, er.1 miscellaneoue--to provide Composite

Clusters of Tasks performed by office employees. Since these data repre-

sent the tasks performed by a typical office worker, the Composite

Clusters can be used as a partial basis f.,r a re-evaluation of the high

school business curriculum, which is primarily concerned with the total

realm of office work and not solely with the fitting of a graduate into

a specific office job.

Clusters of tasks have similarly been prepared for each of **ix

broad job categories: supervisory, secretarial-stenographic, clerical,

bookkeeping-accounting, business machine operator, and data processing.

These data represent duties performed by major office occupational groups

and should prove useful to curriculum rpecilaists concerned with more

specialized high school and post-high school office education programs.

Analysis of the task data suggests that the acquisition of perfor-

mance skills represents only a portion of the office worker's function.

It is hypothesized that teaching objectives, learning experiences, and

evaluation can profitably be organized within the framework of the

cognitive, affective, and psychomotor domains

It is felt that a reliabl model for collectins up-to-a/ate office

task information useful in curriculum construction ham been developed.

The data-gathering instrument has not only provided data for this study,

but also may be used by others in their own locality. If it is period-

ically revised to take account of technological developments, it can

continue to be useful to curriculum planners throughout the nation.

The task data that has been collected is very useful as one impor-

tant element in the evaluation of present curricula and in the design of

new curricula. It is not intended that this data ba used as the only

criterion against which to judge all curricula. It is felt that the

present data it useful as one element, along with other input data from

advisory panels and other local and national sources, in the evaluation

and construction of office education curriculum.
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Recommendations

To provide a more adequate base for providing up-to-date office
education instruction, it is recommended that:

1. Clusters of knowledge., skills, and capabilities asiiociated with
performance of major tasks be identified. This research should focus on
input data of at least two varieties: what the office worker sees his
job as being and what the internal resources and environmental conditions
of the job are.

2. An in- depth study of office work in "leading-edge" firms be made
to ascertain emerging changes in office structures and functions.

3. An analysis of the office education curriculum in today's schools
be made and a comparison made between the research findings and current
curriculum practices.

4. An instructional objectives-deriving model for office education
be developed and that general and specific statements of instructional
objectives be derived from many different sources of input data, includ-
ing Items 1-3 above.

5. Self-paced learning packages be developed and field tested and
that the design of these instructional systems be based on the objectives
identified in Item 4 above.
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11

,Ariculture:

Total
58,077
8,356
66,433

X
F

Total
1,483

1,552

Construction:

X
F

Total
64,563

Lt904
67,471

Appendix A

STATE OF WASHINGTON
TOTAL EICPLOYEES-EACH INDUSTRY

PERCENT OF OFFICE WORKERS IN EACH INDUSTRY
1960

Clerical &
Kindred Percent

136
600
736 go 1,1

Clerical &
Kindred

29

84 is

Percent

5.41

Clerical &
Kindred Percent
1,000

1011
3,202 4.74

Retail Trade:

Total
X 87,053
F 67 116

154,169

Clerical &
Kindred
3,572
144627
18,199 *

Finance, Insurance & Real
Clerical &

Total Kindred
X 22,144 2,873
F .20 658 15.477,

42,802 18,350

Services:

Total
K 0 69,961
F 101.236

171,197

Clerical &
Kindred
2,678

20.119
22,797 0

Percent

11.8

Estate:

Percent

42.87

Percent

13.3

Mersafacturing:

Total
It 208,641
F 0 38.297

246,938

Clerical &
Kindred
11,550
17,455
29,005 go

Percent

11.74

Government (Non-Education):
Clerical &

Total Kindred Percent

X 36,901 9,142
F 15 824 11.864

52,725 21,006 39.84

Transportation:
Clerical &

Total Kindred
M 44,108 5,072
0 362. 39111f,

49,684 8,431

Communications and
Clerical &
Kindred
1,504

1104
9,062

Total
18,939
8.565
21,304

Percent

16.96

Percent

32.94

Education:

M
F

F

170

Total
21,926
28 401
50,327

Total
17,540
11.480
29,020

Clerical 6
Kindred

549
5 022
5,371

Percent

11.07

Clerical &
Kindred Percent

176
406
582 2



Wholesale Trade:
Clerical

Total kindred

K 31,936 2,692

F me 10,149 6,463
42,087 9,155

Source: U. S. Department of Commerce. Bureau of the Census, U. S.

Census of P Lion: 1960 Detailed Characteristicsyashinston.

F Report PC 1 -49D., U. S. Government Prialng Office, Washington,

D.C., 1962, pp. 339-344.
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Appendix I

SIZE OF EMPLOYER UNIT
(ET SIC AND SIZE OF OFFICE)

SIC

Agriculture

Mining

Construction

Manufacturing

C..eamunications
and Utilities

Wholesale Trade

Retail Trade

Finance, Insurance
and Real Estate

Service

1-364

1- 74

1 85

1- 34

1- 12

I- 18

1- 34

1- 9

31

Medium
5-49

365-4,450

75- 925

86-1 ,050

35- 426

13- 152

19- 230

354 425

10- 118

32- 375

Large
50...99

4,551-9,000

926-1,830

1,031 - 2,088

427- 851

153- 302

231- 455

426- 846

119- 232

376- 751

1

I Large
100-299

9,001- 27,182

1,831- 5,527

2,089- 6,308

852- 2,554

303- 910

460- 1,378

847- 2,541

233- 699

752- 2,255

AlitBIONIMIND

Large
300+

27,183+

5,528+

6,309+

2,555+

911+

1,379+

2,342+

700+

2,256+
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Appendix C

EMPLOYER UNITS AND WOOERS EMPLOYED

BY SIZE OF FIRM
EMPLOYMENT DATA TOR SEPTEMBER, 1965

SIC
Spit
1-4

Medium Large
5-49 50-99

X Large
00-299

EX Large
300+

Agriculture:
Employer units 576 0

41114ftrftWJWI7040 3,342

Mining:
Employer units 185 2 0

Employs** 1,533 279

Construction:
Employer units 5,645 65

Employees 40,634 12,942

Manufacturing:
Employer units 3,769 837 50 10 6

Employees 32,326 89,030 31,799 14,918 72,804

Transportation:
(Except R.R.

Employer units 1,971 191 7 5 0

Employees 10,217 12,868 3,041 5,160

Communications and
Utilities:

Employer units 311 134 12 6 1

Employees 1,435 5,525 2,369 4,817 4,778

Wholesale Trade:
Employer units 4,779 722 7 4 0

Employees 22,961 32,060 2,186 2,489

Retail Trade:
Employer units 17,060 549 8 6 1

Employees 90,660 41,090 3,833 9,908 2,598

Finance, Insurance
and Real Estate:

Employer units 5,113 756 18 16 3

Employees 12,495 19,562 2,453 5,794 3,852

Services:
Employer units 14,800 423 4 1 0

Employees 55,928 27,570 1,964 2,190
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App D

GOVERMENT& AND RAILROAD EMPLOYMENT

STATE Or WASHINGTON
SEPTEMBER, 1965

Federal

State Education

State Non-Education

Local Education

Local Mon-Iducation

Railroads

ties & Cities,
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53,200

20,694

23,141

51,000

50,400

11,500
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Appendix C

STATE OF WASHINGTON
AVERAGE NUMBER OF OFFICE WCIIKEILS PER FIVLOYER UNIT

SEPTEMBER, 1965

SIC
X11
1-4

ModLum
5-49

Large
50-99

X Large
100-299

XX Large
300+

Asegolattir* .07 0 0 0 0

Mining .45 7.57 0 0 0

Construction .34 9.40 0 0 0

Manufacturing .60 12.50 75 175 1,425

Transportation
(except RA) .88 11.43 74 I 175 0

Communications 4 Otilities 1.50 13.60 65 264 1,576

Wholesale Trade .96 9.66 68 135 0

Retail Trade .62 8.80 57 195 307

Finance, Insurance, and
Real Estate 1.04 11.09 58 155 551

Services .50 8.60 65 291 0

State Non-Education 2.:4 17.93 92 248 1,257

State Education 1,00 11.80 0 136 893



Appendix B

NUMBER OF EMPLOYER UNITS SELECTED
ON A. RANDOM BASIS
(COMPUTER SZLECTION)

SIC

Small
1-4

Medium
5-49 9 3:Large

1 299

XI Large
300+

Total.

Agriculture 1 0 0 0 0 1

Mining 1 o o o r 1

Construction 8 2 0 o 0 10

Manufacturing 19 20 3 1 6 49

Tcansportat ion
(except RR) 8 5 1 1 0 15

Communications &
Utilities 2 3 1 1 1 8

Wholesale Trade 24 17 1 1 0 43

Retail Trade 52 12 1 1 1 67

Finance, Insurance and
Real Estate 26 20 1 2 3 52

Services 37 9 1 1 0 48

TOTAL 178 88 9 8 11 294
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Appendix I

OFFICE OCCUPATIONS SURVEY INSTRUMENT

You can help our schools give your sons and daughters the kinds

of education they need to earn good incomes.

Many changes are taking place in the kinds of work people do.

Schools need up-to-date facts about exact what kinds of work are

being done. Those feats will help schools provide useful training.

You have been selected to help with a nation-wide study to show

what actual kinds of_ work people in office occupations perform.

The information will be STRICTLY CONFIDENTIAL.

Your cooperation is appreciated and will help your schools prepare

young people to earn better incomes and be more productive employees.

After you have completed the attached questionnaire, return it

promptly in the enclosed self-addressed envelope. No postage is

necessary.

This project is sponsored by:

Washington State University
University of Idaho
Washington State Board for Vocational Education

Idaho State Board for Vocational Education
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The Following General Information Would
Be Very Useful in This Study

In questions 1 - 4, please fill in the blank with the necessary information.

1. Name

2. Present Job litle

3. Name of Employing Firm

4, Address of Employing Firm

S. Where did you receive your specialized occupational training?

(Check (d) *11 answers that apply to you.)

1. On the Job (not apprentice)
Apprentice
Military
Pusiness School
Trade or Technical School
Correspondence
Specialized school (for
example: IBM Key Punch
School, Heavy Equipment
School)

High School
Junior College
College or University
Self-taught
Extension or evening
school
Other (please list)

4111011011101.01WOOMM

1100.01111111

PRONINNO.MONIMOINNONIft

In questions 6 - 10, please circle the one answer which applies.

6. What was the highest grade of school you completed?

1. 8 or less
2. 9
3. 10
4. 11

S. 12

6. 13
7. 14

S. IS

9. 16 or more

7. Sox: 1. Male 2. Female

8. Age: 1. 14-19 2. 20-30 3. 31-44 4. 45-64 S. 6S+

9. How many times have you changed occupations in the past 5 years?

(For example: waitress to retail sales to office work at 2 changes)

1. 0 times
2. I - 2 times
3. 3 or more times
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10. Now many years have you been in your present occupation? (i.e.,

office occupations.)

1. Less than 1 year
2. 1 - S years
3. More than 5 years

11. Number of office workers, including office supervisors, in your

office (department)?

1. - 4
2. S -49

50+

12. If your employer's business has two or more departments, please

check the approximate number of office workers in your .

(Restrict estimate to your city if your employer has o ces n
many localities.)

1. 1 - 4
emawl. 5 - 49
em--3. 50.

13. Place a check (/) before the ONE area that was your main emphasis

of study in high school:

College preparatory
Business education - Secretarial
Business education - Bookkeeping
Business education - Clerical (no shorthand)
Distributive education or retailing
None of the above

14. Check (1) the ONE category below that most accurately describes

your major duties. Listed under each are eltles of Job classi-

fications.

1. OFFICE MANACER OR SUPERVISOR

2. SECRETARIAL-STENOGRAPHY
a. Executive Secretary
b. Secretary
c. Stenographer
d. Clerk-Stenographer
e. Transcribing machine operator
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CLEtICAL
gf Typist
b. Clerk-typist
4. File clerk
d. Receptionist
e. Stock clerk
f. Mail preparinghandling clerk

4. BOOKKEEPING OR ACCOUNTING
Pccounts Receivable Clerk

b. Accounts Payable Clerk

c. Posting clerk
d. Payroll clerk
e. Bookkeeper

S. BUSINESS MACHINE OPERATOR
a. Calculating or adding machine operator

b. Duplicating machine operator

c. Bookkeeping or billing machine operator

d. Teletype or switchboard (PBX) operator

6. ELECTRONIC COMPUTER OPERATING PERSONNEL

a. Keypunch machine operator

b. Tabulating or console operator

c. Programmer
d. Peripheral equipment operator



INSTRUCTIOWS

On the following pages is a list of office tasks (activities).

Read each task listed.

If you have actuallised the office task, even

during the last two(2)5rearswhileworl
check (V) the blank under "YESffAWiffsiiii-t5-ihe
item. Essv Do not include tasks performed for any

firms.

occasionally,
resent Arm,

previous

If you have not performed the task in the last two (2) years

while workiniTor your present firm, check (I) the blank under

"NO" to the left of the item.

DO NOT CHECK "YES" UNLESS YOU HAVE ACTUALLY PERFORMED THIS OFFICE

TASK IN THE LAST TOO (2) YEARS WHILE WORKING POR YOUR PRESENT

FIRM, 4._in..enifrformenlcmceortwice.

MAKE CERTAIN THAT YOU CHECK EACH ITEM EITHER "YES" OR "NO."

An example may be helpful to you:

YES NO

Type letters (A check of "yes" indicates you have
typed letters as part of your occupation

in the last two (2) years while working

fox your present firm.)

V Drive a truck (A check of "no" indicates that you have
eIVOMMONO 4.4.Pahmir

not driven a truck as part of your occu-

pation in the last two (2) years, even
though you may be able to do it.)

rate S licator avA of yes" indicates
at you eve operated the stencil dupli-

cating machine on your job in the last

two (2) years even though you have

operated it only once or twice.)
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If you have performed these office tasks in your

occupation in the last two (2) years while working

for your present firm, check (d) YES; otherwise, check (I) NO

4141111100111011r

TYPEWRITING:

YES NO

MINIMMIND

.01

Type business letters
'Type addresses on envelopes and/or cards

Type memoran&as
Type fill-ins on Juplicated letters or bulletins (form

lettIRts, etc.)
'Ism carbon copies
Type manuscripts and/or reports
Type f3nal copy from rough-draft copy

Type and/or rule tabular material (tables, cobs, rows

of figures)
Type copy fryer unarranged copy
Proofread typewritten copy
Erase carbon copies
Erase original cories
Make corrections viith Tip OK, Ko- rectype, etc. (requires

no erasing)

Type_financi 1 statements:
Budgets
Bai.ance Sheets
Profit 4 Loss Statements
Bank Reconciliations
Other: (Please list)

TALuialpaes........_anddocuments:

now gments
Powers of attorney
Proxies
Affidavits
Sales Contracts
Leases
Agreements
Deeds
Mortgages
Incorporation papers
Real estate papers
Wills and probAte papers
Litigation papers
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TYPEWRITI continued

YES NO

Insurance forms
Insurance policies
Other: (Please list)

Ope information on continuous roll t (gummod back

or self - sealing back)

Type labels Individually
Type postal card'
Type cards Cinder cards, file cards, s finder"

cards, etc.)
Type in outline form
Type asplay or decorative type copy
Type minutes or reports of meting'
Use proofreading symbols
Compose copy at the typewriter
Take dictation at the typewrite: (Type dictation as
employer dictates)
Type and correct spirit masters (e.g., Ditto Masters, etc.)

Type and correct stencils (Mimeograph process)
Type and correct offset masters (mats or multilith)
Prepare ruled business forms
Type copy where all lines end even on the right margin
(justifying)

"'me on printed business forms:
Tlegrams
Payroll time sheets
Tax returns
W-2 tax forms
Bills of sale
Checks
Credit memittrandums

Invoices
Monthly statements
News releases
Personnel forms
Promissory notes
Purchase orders
Purchase requisitions
Vouchers
Qmtations
Sales quotas and graphs
Credit inquiries
Shipping orders
Receipts
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TYPEWRITING continued

YES NO

i1011110110110 010

Other printed business forms elm list):

Select or order proper typewriting paper and carbon paper
Select or order other typewriting supplies and equipment

(erasers, ribbons, etc.)

In the space below, list other typewriting tasks or duties performed

in your occupation:

.......1°'1202MEATISIIKEEELARAMES

YES NO

.011114. lowy

annoppolums

4116
amomownn

ANIpmeimm

,
4MMMMM.n.

AnnimmININO

NAINIIII111=11.

0.1111114

1111......1111

MMINEMEMIO

mai

tors:
Marnwl
Electric (standard)
Electric (IBM Executive)
Billing
Vari-typer
Automatic (Autotypist, Robotype, IB t Magnetic tape

machine, ete.)
Justowriter
Teletype
Flsxowritcr

Electronic Data Processing Evipment
Key punch
Sorter
Tabulating machine
Gang punch
Card Verifier
Scanner
Computer
Accounting

Addi and Calculatin Machines:
ey ng

10-key printing calculator
full-bank adding
calculator (Monroe, Marchant, etc.)
Key-driven (e.g., Comptometer)
bookkeeping =Chine
electronic calculator
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OPERATI iG OFFICE SINES AND EQUIPMENT continued

YES ND

IIMINOMMIPOM

0.14111,

WORIOMPS

0400.110M

.1011EMINIIIM

41.11m WW1

111NIMM

.1016i,

410=1010

61111,11110111116

0.1.114011110.

.0111.1001*

OPIONIONMO

11141111011.1

2.111111114111.

..10014.0

tiammomm,

Duplicating Machinev
4uplicatoz (e.g., Ditto)

Stencil duplicator (e.g. mimeograph)

Offset duplicator (e.g. multilith)

Illuminated drawing board (e.g. Mimeoscope)

Copying machine (e.g. Xerox, Thermofax, Ozalid, etc.)

Facsimile machine (e.g. Deskfax)

Photographic caarra
Microfilm Reproducer

Miscellaneous:
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
uperate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate
Operate

motorized filing equipment
microfilm recorder
microfilm reader
switchboard (PBX)
public-address system
intercom
burster maim
automatic collator
de-collator
electric stapler
folding machine
inserter (stuffing machine
mailing meter (postage meter)

mailing sealer
addressograph
automatic letter opener
binding machine
tying
Cerlox machine
paper cutter
paper punch
paper shredder
embossing machine (Graphotype)
laminating machine
check writer protor
check signing machine
transcribing machine (IBM Executary, Dictaphone, etc.)

dictating machine
film, filmstrip, or slide projector

tape recorder
overhead projector
cash register
change-making machine
numbering machine
elevator not self-service)



V

TING OFFICE SINES AM) mew continued

Yr-,S NO

Do you service office machines and equipment (minor repairing)?
Other stMlir"..tes used: (please list)

asmillowwlostemoiariompoiroiomommomormimuserpirmftworm

In the space below, list other machine and equipment operation tasks you

have performed but that are not listed above:

TAKING DICPATIOt4 kV TRANSCRIBING:

YES NO

IMINMONNO

Write shorthand from one dictator (Gregg Pitman, Forkner etc.)

Write shorthand from two or more dictators (but only one at

a time)
Write group proceedings and/or conferences in shorthand

Transcribe (type) from shorthand cutlinet

Take dictation over the telephone

Operate shorthand machine (e.g., Stenograph)

Transcribe (type) from shorthand machine tape (e.g., Stenograph)

Transcribe (type) from recorded media--belt disc, etc.

(e.g., 184 Executary, Stenorette, Dittaphone etc.)

Do you type from shorthand outlines or recorded media any business paper,

form, or document not listed on the "Typewriting" task sheet? If so,

please list below:

NIMMOMINOMPINIMIMINNOP4110111111.11111WIP

MAILING TASKS:

YES NO

emIIIMPIND

11.0

Pick up mail (leave desk to obtain

Sort mail (for different persons)

Open nail
Stamp incoming mail (as to date, time, etc.)

Log incoming mail (in regular book)
Read incoming mail
Make notes on incoming mail which superior should see
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NAILING TASKS continued

YES NO

CONIONPNIVO

ONNIPIAMIWO

410111111111111110,

Mit 1.1~/r

014 SWIM.

.NII

famm.0.1.

Attach pertinent correspondence to incoming mail for

superior, to refresh his memory
Sort mail fin priority order)

Forward or distribute sail

Sign for Registered Mail

Read outgoing mail to check up on infer:Nation, etc.

Mark, attach, or enclose materials for outgoing mail

Sign boss's mail (his signature)

Address letters, packages, etc.
Fold letters
Insert letters in envelopes
Seal envelopes (manually)
Stamp envelopes (manually)
Wrap and tie packages
Calculate postal rates (parcel post, bulk, 1st class sail, etc.)

Use frankingpermit privileges (right to send free mail)

Take sail to sail room or sail box

Take mail to post office
Have mail registered or certified

Have mail insured
Purchase postage
Keep postage meter record

Trace mail
Recall sail from poet office

Make up mailing list
Distribute mailing list
Check mailing list
Obtain mailing material from post office (certified 4

registered mail stickers, rate sheets, etc.)

Revise mailing list
Stuff, bundle, sort, and/or label outgoing bur.. mail

ae space below, list other mailing tasks performed but not listed labcomr:

FILING:

YES NO

=.

Sort materials for filing
File materials by number
File materials by name of person
File materials by topic or subject

ememmommiiksim

190



FILING continued

YES NO

File materials by city, state, or region

File materials by date
File materials by sound (Soundex, etc.)

Get materials from files
Check out materials from files to employeos
Keep tickler or follow-up files of various kinds

Handle cross references
Keep card indexes of various kinds
Follow up released materiels
Search for lost materials
Handle classified or confidential, files

Revise files
Transf6r records to inactive files
Dispose of records
Select and/or order filing equipment and supplies

Install filing system
Control and manage filing system
Assign file numbcors
Make folders and folder titles for files (labels)

Use microfilming equipment
Use motimbized filing equipment
Use riagnetic filing equipment
Yep slipping file (newspapers, magazine articles, etc.)

Keep c 1 ipping books (of any type)

If you perform additional filing or filing-related tasks, please list

those tasks in the space below:

TELEPHONING AND COMUNICATING:

YES NO

Plane telephone calls (local)
Place telephone calls (long distance)
Maintain record of long distance calls
Answor telephone
Turn telephone calls over to another department

Screen employer's calls
Place telephone memoranda, messages, etc., where employer

will see them
Arrange for and/or cancel newspaper or magazine advertising

Send telegrams and/or cablegrams
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TELEPHONING AND COWUNICATING continued

YES NO

wOMISIANW WINIIMOMMIP

MINIMMAI OMMONINI

,MINOOMINM OMNI/CIMINO

OMNONIIMNO

!MOO MONINOININ

Receive telegrams and/or cablegroms

Code telegrams and/or cablegrams

De-code telegrams and/or cablegrams

Figure cost of telegrams, long distance calls, night

and day letters. etc.
Decide on least expensive and/or most desirable way to

communicate (telegram, long distance call, etc.)

Compose business reports of any kind

Compose legal papers
Compose correspondence
Compose written directions to other office workers

Compose news items or magazine articles (newspapers,

trade publications, house organs, etc.)

Give oral directions to other office workers

Give dictation to other office workers

Give oral presentations (reports, speeches, etc.)

Conduct meetings
Prepare audio-visual materials (transparencies, tape

recordings, etc.)
Carry out written or torsi orders or instructions of

superiors

In the space below, list other telephone or communication tasks you

perform but that ere not listed on the preceding list:

mmININNMINNININOOMPONMIMMINIOW

MINNIMMINININIMINOMMONNOM

ANNOINOMMIONINNOIMININOMMONooMMNIONININloomo101o

INONOIONIMMININM

CLERICAL TASKS:

YES NO

ONNOINNINNIMNIIIIIMMEMMOOMIII

AmmommimiNuM
OIONImmIlIMIMMMInt .NIMOImmMa

vossmoraseressofwasauaw

fONNIMMINIMPIMMIMMOOMMIONIMONONININ

Get quotations on supplies (from supplier)

Order supplies or various kinds for the office (from

suppliers or central supply department)

Check on supplies (for re-ordering purposes)

Make out requisitions
Approve requisitions made out by others

Inspot material received for completeness, damages, etc.

Distribute supplies
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CLERICAL TASKS continued

YES NO

Route shipments of materials (within fEce, between depart-

scuts, etc.)
Arrange papers or articles on your own and/or your employer's

desk
Keep desks equipped with office supplies (sharpened

pencils, ink in pens, etc.)
Dust employer's desk and keep employer's desk neat

Make out day's sthedulo for employer

Keep calendar marked with appointments for employer at

his desk
Place daily newspapers, magazines, etc., on employer's desk

Scan newspaperlte magnines, trade rYirtroilq, for employer

making items of interest to him
Anticipate needs of employer as t,.) records, papers, etc.,

needed on trips, for interviews, etc.

Make out itinerary or schedule f,r employer's trips

Obtain trip reservations and/or tickets ibr employer

Make hotel reservations for em?loyer

Obtain information and papers fOr foreign travel for

employer
Apply for passports or visas for employer

Make preparations for meeting;
Maintain incoming and outgoing correspondence register

Check money orders, checks, etc., as to amounts, dates,

signatures
Make arrangements for freight, express, etc.

Make out shipping instructions (outgoing shipments)

Check tally sheets on 74arious jobs

Keep daily attendance of employees

Make out accident reports for self or other workers

Work with records of time and time cards

Keep office manual or instruction book for employees

Send out notices of any type
Post notices
Act as notary public
Renew newspaper and magazine subscriptions

Compare copy (one copy with smother copy)

Review unfinished business file

Check up on observance of various laws (in connection

with work)
Secure government permits of various kinds (buildings,

tax, etc.)
Protect valuable and confidential materials

Do work involving customs, tariff regulations, etc.

Take inventory

193



CLERICAL TASKS continued

YES NO

IIIMUMINNV

amaliMINIO

011111111110110

Radir4M

alliali4611

411101211111VID

1100.*

1111111111N

01101,*

NM WPM.

411111101MOS

1140
41141MWOO

SIMIWNYIN

alma

OvaMMINS

Wooli.110011111

Revise stock list
Revise catalogs
Weigh items
Count items
Make change
G ?ther data zo fill out questionnaires
Check personnel of committees (names, addresses, etc.)

Look up names and addresses
Compile periodic reports
Azscmble and staple duplicated materials

Get information from various departments needed for

correspondence
Keep records on maps or charts (sales records, etc.)

Keep record of territory assigned salesmen

Prepare agenda for meetings
Have legal papers recorded
Prepare signs, posters, or other graphic materials

Cut materials (scissors, paper cutter, etc.)

Clinger dates on rubber stamps or time stamp machine daily

Change ca/anear daily
Look over names and memos for the day

Record daily shipments
Make notes fcr next day's work

In the space below, list other clerical tasks performed but not lister'

above:

tmvsks#11/~0140101110M.III81101 1
SECURING DATA:

YES NO

INVOSINIMOD

aroax000vi
ONNVIMVelli

Wwwwl

004VOINVIreb

Use
Use
Use
Use
Use
Use
Use
Use
Use
Use

V filweIPM

dictionary
secretarial handbook
telephone directory
hotel reference books
U.S. Zip Code Directory
U.S. Postal Manual (postage rates, types of mail, etc.)

synonym books, thesaurus
city directory
Reader's ricie to Periodical Literature
company manuals
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SEOIRING DATA continued

YES NO

WOPIMM OIMMOO

MIMMOMMO 401010,1110M

401MWM 011040,141010

4/MIWV401/0

ONNIMIN11.0

*01411111111*

SMEMEIINOM

4110111111ft%

Use office manuals
MA technical manuals
Use timetables (R.R., airlines, etc.)

Use encyclopedia
Use slmmac
Use atlas
Use library card indexes

Use newspapers
Use magazines
Use other reference books or manuals

Use maps

In the space below, list other sources used in securing data thut are

not listed above:

INIMPOWAS11111011111110104.

INISIerIONAWN
ONINImerliAWIlliffeleigNIINFOO

taretancs:
YES NO

IMIPOMMIO.

40.1019~ WNW.N.Mail

01110iolle. emiltwilke

trOsaket4 4110.1.8womm

,IRWOMIINON

RONOWOMNI,

.NOWN11110

Use fundamental processes of arithmetic:

subtraction
multiplication
division

Add long columns of figures
Use fractions
Use decimals
Convert fractions to decimals
Convert decimals to fractions
Compute insurance premiums (life, medical, retire nts etc.)

Compute property :and/or income taxes

Compute percentage problems
Compute dividends
Compute interest charges
Compute trade and emsh discount
Compute amount and percent of markup or loss

Compute sales tax
Convert figures to metlic system
Compute foreign monies figures

Work with reciprocals

In the space below, '1st other math tical tasks you perform that are

not listed above:
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FINANCIAL 94D RECORDKEEPING TASKS:

.101111.0

OMNIP10..

Make journal entries (any type of journal)

Make "General Journal" entries

Make "Combined Journal" entries

Make entries in special journals (Cash Receipts, Sales,

Cash Payments, Purchases, etc.)

Post (transfer) entries from journals to a ledger

(group of accounts)
Make entries only in journal(s) if business uses only

journal(s)--does not use any accounts as such

Make entries directly to accounts if business does not

use journals
Work with subsidiary ledger (accounts receivable,

amounts payable, etc.)

Use ledger accounts with "balance" column (balance form)

Actual bookke in or accountin work done at end of

ralinEfr sca per . not ecrnVEST915ro 'ruonly

iiirIrto gather data for the statements, etc., or if

you only type them.

Prepare a Trial Balance at end of month or fiscal

period (prove equality in ledger)

Prepare Worksheet
Prepare Profit and Loss Ststement (Income Statement)

Prepare Balance Sheet
Prepare Capital Statement
Determine current ratio
Determine acid-test ratio
Determine any other ratios
Prepare adjusting entries
Prepare closing entries
Prepare Post.Ciosing Trial Balance

Prepa.,o reversing entries
Rule ledger accounts
Rule Journals
Close ledger accounts
Record time clock data on payroll forms

Compute payrolls for employees

Calculate deductions (Income Tax, FICA, Insurance, etc.)

Maintain individual employee's earnings records

Maintain payroll register (all employees listed)

Write checks for payroll
Make out withholding tax statements at end of year

(W-2 forms)
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FIKANCIAL AND RECORDKEEFING TASKS continued

YES NO

11.0.401b

ANWROmmIE

Keep records for state or Federal Goverment pert to:

4 bit surri'
FUTA Tax (Federal Unemployment tax)
FICA Tax (Social Security)
Income taxes
State Unemployment Limes
State Industrial Insurance
Sales Tax

Make out reports for state and/or Federal Government
pertaining to taxes mentioned above
Work in connection with other state or federal taxes,
licenses, permits, reports, etc.
Maintain file of W..4 forms
Keep records of sales exempt from tax
Keep books which supply data for income tax for company,
trust, etc.
Prepare income tax return for company, trust, etc.
Systematise and record items deductible from income tax
Make lists of employees for income tax purposes
(salaries, etc.)
Work with city and/or county tax statements
Leep records pertaining to employees belonging to union
Record stock count information in proper book
(merchandise control)
Rscord inventory records in proper forms
Figure inventory (value)
Compute depreciation
Establish depreciation schedules for equipment
Work with accruals
Keep wage And sues comparison records
Keep wage and cost comparisons
Ast.emble and/or interpret cost data
Sell various goods or services
Take orders for various goods or services (in person
or by phone)
Maintain price lists and make necessary changes
Post data on daily sales sheets by department or employee
Record cash register tapes
Record daily sales in unit control forms
Total weekly or monthly sales
Prepare salesmen's commission statements
Prepare vouchers for traveling expenses
Keep sales performance records
Make out monthly statements (for services rendered,
goods, sold, etc.)



FINANCIAL ?d"D RECORDKEEPING TASKS continued

YES NO

(1101000110111,
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10..1101101

Figure extensions
Decide charges on work done

Keep record of interest-due dates

Send out invoices for payment due (on contract, etc.)

Send out credit memos for goods returned, etc.

Hake decisions on discounts allowable

Figure discount and maturity dates

Look up or check on financial ratings of customers or

employees
Handle collection of outstanding debts (Accounts receivable)

Age the accounts receivable
Xeep track of bad debts
Make up weekly statement of overdrawn bank accounts

Prepare key- punched customer credit record of charges and

payments for transmittal to computer center

Prepare cash register stock control tapes for transmittal

to computer center
Prepare any other accounting data for transmittal to

computer center
Write checks (for any purpose as a part of your job)

Sign checks
Endorse checks
Countersign checks
Give checks to employer for signature

Take care of checkbook and stubs
Take care of bankbook
Deposit checks and/or cash in bank or cashier's office

Reconcile bank statement
Cash checks
Write receipts
Prove cash daily
Keep cash account
Keep petty cash account
Make petty cash payments
Collect notes
Responsible for notes, renewals, drafts, etc.

Count money to verify cash register returns

Arrange with bank for funds to be wired or cabled

Purchase foreign exchange
Get letters of credit from banks

Purchase traveler's checks for employer

Compile statistical data
Chart data
Make financial graphs
Interpret financial figures into a simpler statement
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FINANCIAL AND RECORDKEEPING TASKS Continued

YES NO

.~1,14110.0
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4,101.11.1111.

Use voucher register
Use check register
Use insurance register
Hake up budgets
'luck bills and/or invoices (verify extensions, etc.)

OK bills of any kind
Keep current files of invoices and purchase orders

Prepare bids (for contract)
Make contract for supplies, services, etc.)

Keep books and/or ledgers for any purpose

Act as cashier or teller
Prepare sales slips
Prepare personal income rex return (fcr your employer)

Haire list of personal stocks, notes, collateral, etc.,

(employer's)
Take care of employer's personal insurance (car, life, etc.)

Make out household and/or personal checks for employer

Keep lists of employer's personal property up to date

Obtain credit cards for employer

Keep list of credit card numbers

Apply for 2rcup insurance (as an employee)

Mike lists of contents of office safe and/or safe deposit

box and keep it up to date

Check and mail stock certificates

Arrange for payment of dividends

Mork on quarterly or annual dividends

Hake dividend lists
Issue dividend checks
Make list of securities (for business)

Keep file of maturity dates of securities

Secure quotations from brokers

Buy stocks
Sell stocks
Figure premiums (insurance, etc.)

Arrange for insurance policies

04:monthly group insurance bills

Figure insurance rates

In the space below, list other financial and recorc ce+e'ping tasks you

perform but that were not listed previously:
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EDITORIAL TASKS:

YES NO

NOW SNOW

Make arrangements for centralized department to duplicate

materials
Mike arrangements for centralized department to bind

materials

61111MOIVIMIS

100111116M

Make arrangements for centralized department to print

materials

0100010441.1

Prepare material for printer or publisher
WW/IWMO

Check printer's "proof copy"
Edit manuscripts

MAIMAIROM

Edit reports, bulletins, etc.
41101MINOW

.01.6.0010111

Compile one report from numerous small ones
Arrange for printed programs

0011411~00

Translate letters, articles, etc., from foreign languages
into English
Translate letters, articles, etc., from English into
foreign language
Punctuate articles, manuscripts, etc.

001.4111*

Edit letters dictated by employer
..141410 OW

Prepare pamphlets and catalogs
Give news, information, etc., to reporters

.111111WOMIXto

s44. 1

Summarize articles, report:, lectures, etc.
Get information from library
Compile bibliographies
Edit magazine or paper (house organ, trade magazine, etc.)

Prepare posters for advertising
moRIftiftwo

Read legal rulings, current topics, books, etc.
Gather data for reports

OOPIP &MO

Clip and collect magazine articles, newspapers, etc.,
interest
Take cue of publicity items

scrap books of various items for newspapers or
magazines
Write advertisements of various kinds (circular letters,
bulletins, newspaper advertising, etc.)
Write copy fur newspapers, magazines, etc.
Help plan advertising campaigns
Gather news for various papers, magazines, etc.

In the ;pace below, list other editorial tasks you perform that are not
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Appendix M

CHI-SQUARE TEST TO TEST SIGNIFICANCE OF DIFFERENCES

IN TASKS PERFORMED BY OFFICE EMPLOYEES IN VARIOUS

INDUS1RIAL CLASSIFICATIONS (SIC)*

r k (Olj Elj)2

2:2 E E

lel juil E

Where: Oii Observed number of cases in i th row, j th column

EI3 Expected number of cases in i th row, j th column

(E Oij) (E

Where: Eli 110

E E Oti
ij

If 22 < 18.31 there is no significant difference (LS.) (.05)
If e a 18.31 there is a significant difference at the .05 level



Appendix N

CM-SQUARE TEST TO TEST SIGNIFICANCE OF DIFFERENCES
IN TASKS PERFORMED BY OFFICE EMPLOYEES IN

SMALL AND LARGE OFFICES*

Smell Large
K2 Yes A

(A+8)(A+C)(C+10(840) No

A,B,C, and D are frequencies

When expected cell frequency was 5 or less, Yates correction for
continuity was applied.**

2 _Itee+Cfp/aNklallelail
-(A0)(A+C)(C4.0(840)

If X2 < 3.84 there is no significant difference (N.S.)(.05)
If X2 a 3.84 there is a significant difference at the .05 levy l

CHI-Square for a given task
(One of 600)

Small Large
Yes 96 87
No 26 36

122 123

Small = "Small" size of office in
sample

Large = "Large," "X Large," 4 "XX Large"
sizes of offices in sample

CHI-SQUARE 2.0515 with 1 Degree of Freedom
2.05 <3.84 so N.S.

*Ferguson, p. 204
** Ferguson, p. 207
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Appendix 0

FREQUENCY LISTING OF 599 OFFICE TASKS

Par Ceut of Total Respondents

Task PerforsimalLItaa

1. rise addition 95 95 96

2. Use telephone directory 95 93 99

3. Answer telephone 95 93 99

4. Use subttmction 93 94 94

5. Place telephone calls (local) 92 93 98

6. Operate typewriters 91 78 100

7. Ger materials from files 90 79 96

84 Use multiplication 89 94 92

9. nem work for ones self 88 89 95

10. Use division 87 92 01

11. Gin information in response to
verbal inquiries 87 88 94

eL

]i
0

44

0
.0

94 97 90 90
94 96 85 79
95 98 92 70

89 98 90 90
92 94 82 56
sO 95 81 64

92 91 80 60
83 96 79 85
85 90 70 70
78 97 72 68

88 83 74 50

This item did not specifically appear in questionnaire The percentage

figures represent a composite of three questionnaire items: "operate

manual typewriter," "operate electric typewriter (standard)," and "operate

IBN Executive typewriter." The original data seemed to indicate that the

respondents did not differentiate between a standard electric and an IBN

Executive typewriter. Additional extrapolated data: COMPOSITE PROFILE--

31% use manuals only; 17% use electrics only; 43% use both manuals and

electric.. SUPLAVISORCPROPILE--42% use mauualsmly; 7% use olectrics

only; 29% use both manuals and electric.. SECRETARIAUSTERPGRAPHY PROFILE--

12% use manuals only; 392 use electric. stLy1,; 49% use both manuals and

electrics. CLERICAL PROFILB--352 use manuals only; 142 use electric. pulp;

41% use both manuals and electrics. IOOUFZPING /ACCOUNTING PROFILE-402

use manuals only; 5% use electrics only; 502 use both manuals and electric..

BUSINESS HACHINE OPERATOR PROFILE-32% use manuals only; 7% use electric*

only; 42% use both manuala and electrical. DATA PROCESSING PROFILE--15%

use manuals only 22% use electric. only; 272 use both manuals and electrics
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Per Cent of Total. Res mdents

Task Performing Task Item

12. Type addresses on envelopes and/or
cards 87 71

13. Carry out written or oral orders or
Instructions of superiors 86 77

14. Uee dictionary 86 86

15. Address letters, packages, etc. 86 7.3

16. Place telephone memoranda, messages
etc., where es lover will see then 84 73

17. Sort materials for filing 84 70

18. Turn t(-lephone calls over to
another department 83 69

19. Decide on priority of work for self 82 88

20. Insert letters in envelopes 82 71

21. Add long columns of figures 81 81

22. Look up names and addresses 80 78

23. Type carbon copies 80 64

24. Fold letters 80 67

25. Arrange papers or articles on your
own and /or your employees desk 79 78

26. Direct people to proper office or
department 78 73

27. Proofread typewritten copy 78 68

28. Use decimals 77 79
29. Straighten up office 77 71

30. Hike folders and folder titles for
files (labels) 77 62

31. Seal envelopes (manually) 77 72

32. Type business letters 77 65

33. Operate 10-key adding machine 76 77

34. Dust 76 62

35. Search for lost materials in files 75 71

36. Look over notes and memos for the
day 75 79

37. Cut materials (scissors, paper
cutter, etc.) 75 61

38. Transfer records to inactive files 74 63

98 89 89 83 40

96 88 81 77 55

98 84 85 67 46

98 88 90 57 36

98 84 83 72 61

89 87 88 69 59

91 87 76 85 65

89 79 80 62 75

96 84 87 53 26

82 75 92 78 75

96 79 75 63 45

99 80 83 35 30
97 83 79 42 21

91. 80 70 56 45

93 78 71 67 45

96 76 76 62 45

80 65 92 76 65

87 77 77 65 40

93 78 79 63 31

83 82 79 53 31

97 76 76 45 30

75 70 89 68 70

86 79 73 79 55

84 74 74 64 49

87 71 74 50 40

89 81 69 50 30

66 73 81 48 44



Task

39. Erase carbon copies
40. Compose correspondanco
41. Erase original copies
42. Cheek on supplies (for reordering

purposes)
43. Make notes for next day's work
44. Place telephone calls (long

distance)
45. Open mail
46. Take mail to mail room or mall box
47. Rear complaint" in office and over

telephone
48. Change calendar daily
49. Assemble and staple duplicated

materials
50. Type memorandum
51. Mark, attach, or enclose materials

for outgoing mall
52. Operate copying machine (e.g.,

Xerox, Thermofax, °sand etc.)
53. Meet callers
54. Read incoming mall
554 Type labels individually
56. Type final copy from rough-draft

copy
57. Type and/or rule tabular material

(tables, columns, rows of figures)
58. Give oral directions to other office

workers
59. Use fractions
60. Revise files
61. Vile materials by name of person
62. Type cards (index cards, file cards,

"address finder" cards, etc.)
63. Hike introductions
64. Run errands
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PeCent_of Total Respondents
Perform:to/. Task Item

74 58 95 73 71

74 82 88 68 75

74 59 94 74 73

74 82 83 10 76
73 77 90 65 76

73 89 86 66 65
73 76 86 72 69
72 57 88 74 68

72 84 76 70 71

72 67 85 73 68

72 59 89 74 68
72 59 97 68 71

71 67 92 69 65

70 55 88 69 67
70 78 90 68 56

70 75 87 66 71
69 49 90 71 60

69 46 98 66 65

69 48 94 68 68

68 79 75 63 64

68 76 69 56 86
68 67 82 67 66
68 68 71 72 69

68 49 91 70 60
67 74 86 62 56

66 62 73 64 60

59 35
32 26
57 24

61 20
46 35

70 26
34 25
51 46

se
63

40
35

32 30
44 20

44 21

59 3:)

42 25
26 16

64 42

35 26

52 21

62 56

72 41
41 29

57 26

39 16
42 35

76 40



Per Cent of Total Respondents
Task Perforains Task Item

011

65. Sort mail (for different persons) 65 60 82 67

66. Order supplie3 of various kinds ror
the office (from suppliers or central
supply department) 65 82 76 58

67. Pile materials by topic or subject 65 50 83 67

68. Use compongt manuals 64 62 75 66
69. Type copy iron unarransed copy 64 47 91 62
70 lorvevd or distribute mall 64 57 88 62
71. Send out notices of any type 63 62 84 58

72. Use ffice manuals 62 63 74 61
73, Hake recommendations for improve-

MentS of anti* procedures, routines,
etc. 62 82 76 53

74, Operate piper punch 62 47 77 61
75. Type manuscripts and/or reports 62 48 92 56
76. Type fill-ins on duplicated setters

or bulletins (form letters, etc.) 62 42 86 65
77. Compare copy (one copy with another

copy) 61 58 79 56

78 Handle clessified or confidential
files 61 68 79 51

79. Reap card indexes of various kinds 61 58 76 63
SO. Pile materials by number 60 39 63 65
81. Operate paper cutter 60 45 75 61
82. Compose copy at the typewriter 60 46 89 55
83. Protect valuable and confidential

materials 60 74 80 50
84. Keep desks equipped with office

supplies (sharpened pencils, ink
in pens, etc.) 58 48 78 56

85. Dispose of records 57 57 69 56
86. Use U.S. Zip Code Directory 56 48 63 63
87. Confer with employer on policy,

procedures, etc. 36 67 70 52

88. Stamp envelopes (manually) 56 61 59 35
89. Compile periodic reports 56 66 68 45
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57

63
60
55
60
55
56
48

55
64
59

55

36

57
49
63
55

St

60

52
52

46

51
58
64

34 21

41 20
k2 16
5:1 41
32 24
49 16

37 20
58 56

41 40
53 33
39 10

38 10

48 40

38 34

33 29
46 70
61 38
21 16

19 15

43 30
36 35
46 58

23 25

41 21
33 5



task
Per Cent of Total Respondents

Performing Task Itee

41

90. Change dates on rubber stamps or
time stamp machine daily 55

91. pick up mall (leave desk to obtain) 55
92. Get information from various

departments needed for correspow-
dance 55

93. Instruct new employees (work
procedures, job orientation, etc.) 54

94. Select or order typewriting supplies
and equipment (erasers, -.....bbous,

etc.) 54
95. Give directions for work to be done

(as a co- worker or supervisor) 53

96. Convert fractions to decimals 53

97. File materials by date 53

98. Select and/or order filing equip-
ment and supplies !/3

9f). Leap employer reminded of engage-
ments, dates, things to do. etc. 53

100. Control and manage filing system 53

101. Make cut requisitions 41
102. Sign for Registered Mail 52
103. Use city directory 51
104. Compose business reports of any

kind 50
105, Coordinate with other personnAl

on various matters for employer 50
106. Handle cross references 50
107. Distribute supplies 50
108. Select or order proper typewriting

paper and carbon paper 50
109. Sort mail (in priority order) 50
110. Count items 49
111. Compose written directions to

other office workers 49
112. Keep tickler or follow-up files of

various kinds 49
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i

45 54 64
55 6$ 53

58 73 53

76 57 SO

60 73 46

82 56 45
62 51 40
32 62 59

67 67 45

44 78 46
59 69 47
57 64 50
68 60 47

49 57 54

66 51 39

55 76 41
42 60 54

59 65 49

56 69 45
43 71 50

54 45 55

67 60 39

51 65 52

53

51

46

43

53

43
74

49

53

48
53
46
52

39

63

40
42
38

45
40
43

44

35

52 35
53 16

26 10

59 45

19 5

42 55
57 31

53 21

12 16

29 15

15 14
33 10
19 10

63 23

39 25

29 25
40 15
26 15

20 5

19 0
44 25

43 25

19 10



Task
Per Cent of Total Reseondents

Performing Task Item

v4ii I 1.111
ec to2

I ft *qi v44:648 I
113. Inspect material received for

completeness, damages, etc, 49 69

114 Screen eployer's calls 49 45

113 Prepare or obtain coffee or
refreshments for employer or his
guests 48 38

116. Make corrections with Tip OK, Ko-
rectype, etc. (requires no erasing) 48 34

117. Reed outgoing mall to check up on
information etc. 48 61

118. Work with records of time and time
cards 47 60

119. Collect money from office employees
for various purposes 47 44

120. Convert decimals to fractions 47 57

121. Use other reference books or
manuals 47 55

122. Clean and oil typewriter 47 40

123. Compute percentage problems 46 38

124. Wrap and tie psckages 46 50

125. Make notes on incoming sail which
superior should SO4 46 55

126. Type in outline fora 45 33

127. Keep books and/or ledger for any
purpose 45 47

128. Make engagements and appointments
foz employer 45 44

129. Receive telegrams and/or cable-
grams 45 60

130. Sign boss's mail (his signature) 45 46

131. Attach pertinent correspondence to
incoming mail for superior to
refresh his memory 45 49

132. Plan work for others 44 76

133. Wake journal entries (any type
of journal) 44 52
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36 48 42 15 10

71 45 36 44 5

66 47 39 28 35

72 45 36 38 21

70 40 35 23 5

49 34 61 26 50

62 44 37 62 25
45 32 69 57 21

64 44 36 25 16
38 52 41 29 10

43 31 70 42 35
55 50 33 12 21

62 36 47 15 16

77 39 31 16 21

35 37 75 46 20

73 37 32 21 5

58 39 37 18 5

71 37 35 22 0

70 35 41 12 0
43 36 37 31 45

33 37 70 44 25



Task

134. Make change
135. Take mail to poet office
136. Follow up released materials
137. "Screen" visitors or people who

want to see your =player
138. Chock bills and/or invoice*

(verify extensions, etc.)

139. Use maps
140. Get rid of cranks, beggars, and

other undesirables
141. Chock out materials from files to

employees
142. Gather data to fill out question-

naires
143. Write receipts
144. Typo postal cards
145. Have mail registered or certified

146. Chock up on unfinished work of
other employees

147. Stuff, bundle, sort, and/or label
outgoing bulk mail

148. Type information on continuous
roll tape (gummed back or self-

sealing back)
149. Handle service calls on equipment

150. Calculate postal rates (parcel
post, bulk, 1st class mail, etc.)

151. Post notices
132. Keep current files of invoices and

purchase orders
133. Decide on priority of work for

others
154. Operate calculator (Monroe,

Merchant, etc.)

155. Check money orders, chccks, etc..
as to amounts, dates, signatures
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Per Cent of Total Iespondents

S

V

44 56 40 43 52 29 10

43 54 43 39 51 15 16

43 47 60 59 36 JA 10

43 45 63 43 31 15 5

42 67 30 28 69 42 20

42 53 51 42 32 22 5

41 53 48 38 37 12 30

41 36 60 40 31 22 5

41 55 52 31 45 11 5

41 55 34 38 52 41 0

41 36 53 45 36 15 0

41 51 52 34 42 12 0

40 76 43 30 32 19 35

40 33 41 48 33 25 30

40 25 58 37 39 31 26

40 51 48 33 40 35 20

40 44 43 38 42 33 16

40 47 54 39 31 11 15

40 55 34 33 55 23 10

39 72 39 32 28 27 40

39 39 35 31 60 47 11

39 46 34 30 61 37 5



Per +pant oLlEtal Respondents
Performing

;
156. Install filing stem 39 47

157. Purchase posttest 33 57

158. Mike entries in special journals

(Cash Receipts, Sales, Cash
Payments, Purchases, etc.) 38 49

159. Tske inventory 38 3
160. Operate intercom 37 33

161. Compute sales tax 37 44

162. Stamp incoming mail (as to date,
time, etc.) 37 37

163., Cot quotations on supplies (from

supplier) 37 63

164. Make up mailing list 37 39

165. Dust employer's desk and keep

employer's desk neat 37 24

166. Use secretarial handbook 37 19

167. Send telegrams and/or cablegrams 37 48

168. Deposit checks and /or cash In bank

of cashier's office 36 53

169. Follow up on written notices for

outings by telephone 36 35

170. Keep office manual or instrucaon
book for employee.? 35 38

171. Keep daily attendance of employees 35 4$

172. Review unfinished business We 35 4:i

173. Revise mailing list 35 18

174 Route ibipments of materials
(within office, between depart
mantes etc.) 35 41

175. Use technical manuals 34 49

176. Assign file numbers 34 37

177. Prepare ruled business form 34 28

178. Take orders for various goods or
services (in person or by phone) 34 54

179. Write checks (for any purpose as

a part of your job) 34 48
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$4

51 34

39 30

26 30
38 40
48 35
27 29

44 38

41 28
48 32

64 31
75 33
59 26

28 26

63 31

35 27
47 24

50 26
43 34

45 37

41 27
49 29
45 29

18 37

26 19

37 If 0
44 19 16

63 :#1 15

34 12 5

31 19 33
61 39 26

30 23 10

39 12 10

37 19 5

33 7 5
20 4 5

32 15 0

59 19 5

24 4 0

17 7 30

38 7 15

35 22 10

32 19 10

24 15 5

27 32 21
31 7 20

43 12 6

41 19 15

65 23 10



Per'toTtents
JUOL

Ps rformin4 Task l ;eL

C4

Ua

180. Check raailia8 list 34

181. Use newspapers 34

182. Chuck up on observance of various
laws in connection with work 34

183. Type minutes or reports of SeitiAti 34

184. Distribute work among other
employees (in a supervisory
capacity)

185. 01K bills of any kind 33

186. Type and correct spirit masters
(s.f. Ditto Masters, etc.)

187. Write shorthand (any systen0
188. Take dictation at the typewriter

(type dictation as employer
dictates) 32

189. Typo on printed personnel forme 32

190. Clean and oil office equipment
other than typewriter 31

191. Use U.S. Postal Manual (postage
rates, type,; of nail, etc.) 31

192. Cash checks 31

193. Menage office 31

194. Type and correct stencils (mimeo-

graph process) 31

195. Supervise other employees 30

196. Counteract false reports libich
spread in an organization 30

197. Arrange physical layout of office,

pictures, furniture, draperies,
etc. 30

33

33
32

35 44 32

52 54 22

51 42 25
26 72 24

75 31 22

66 26 20

19 57 32

16 84 16

23 65 23
26 55 22

30 35 29

36 32 33

45 26 23

72 31 19

17 47 32

74 26 21

54 37 22

57 36 21

Ada
30 22 5

25 7 5

35 12 0
21 0 0

27 12 30

49 21 10

19 16 10

15 8 0

19 16 0
33 8 0

32 29 25

25 22 20

46 19 5

28 4 5

28 12 0
27 4 25

28 4 15

24 19 10

Shia item did not spociffzelly appear in questioucaire. All wrcentage

figures were extrapolated from original data.
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Task

Per Cent off Total Bsauonients
Perforaskite±1

.4
0

41. m f
I if Ji ji

198. Round up people for meeting. 30 43 52

199. Type on printed purchase requisi-

tions
30 27 49

200. Have mail insured
30 48 32

2C1. Make preparations for meetings 30 40 58

202. Type on printed checks 29 34 30

203. Typa on 'minted purchase orders 29 35 38

204. Gather dei:e for reports
29 38 44

205. Give checks to employer for

wignature
29 29 28

206. Place daily newspapers, magazines,

etc., on employer's desk 29 27 49

207. Select or order furnishings for

office
29 60 37

208. Maintain record of long distance

calls
29 36 41

209. Decide on least expensive and/or

most desirable may to communicate

(telegram, long distance call,

etc.)
29 47 39

210. Take dictation over the telephone 29 14 78

211. Use magazines
29 49 43

212. Weigh items
28 33 23

213. Keep calendar marked with appoint-

ments for employer at his desk 28 25 56

214. Act as cashier or teller 28 37 18

215. Prepare material for printer or

publisher
28 36 46

216. Use ledger accounts with "balance"

column (balance form) 27 35 16

217. Post (transfer) entries from

journals to a ledger (group of

accounts)
27 37 14

218. Maintain payroll register (all

employees listed)
27 42 23

219. Compile one report from numerous

small ones
27 26 44
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20 15 4

28 22 8

25 34 12

18 20 4

14 55 16

22 30 16

19 24 16

17 56 8

24 20 11

19 24 4

21 30 22

23 19 16

15 12 12

19 22 3

35 24 22

20 15 4
28 41 19

20 17 12

14 62 23

16 61 31

12 54 8

19 22 20

10

5
0
0
10

10
10

10

5

5

0

0
V
0
15

5
0

0

15

10

10

5



Per Cott of

Task Performing Task Item

220. Hake out accident reports for

self or other workers
221. Transcribe (type) from shorthand

cutlines
222. Apply for group insurance (as an

employee)
223. Make arrangements for centralized

dept. to duplicate materials

224. Compile statistical data

225. Coiapute trade and cash discount

226. Compute payrolls for employees

227. Anticipate needs of employer as
to records, papers, etc., needed

on trips, for interviews, etc.

228. Type on printed invoices

229. Assist in plans for entertain--
meats, receptions, dinners, etc.

230. Work with subsidiary ledger
(accounts receivable, accounts
payable, etc.)

231. Make "General Journal" entries

232. Type on printed mmthly statements
233. Operate spirit duplicator (e.g.

Ditto)
234. Edit letters dictated by employer

235. Prove cash daily

236. Endorse checks

237. Advise employer of illnesses,
deaths, births, weddings, ttc., of

friends

238. Keep records on maps or charts
(sales records, etc.)

239. Type on printed payroll time
sheets

240. Weep cash account

241. Type on printed telegrams
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27 39 31 21 32 7 0

27 10 78 12 12 4 0

26 28 24 26 28 19 15

26 29 44 20 14 12 15

26 29 33 18 38 8 11

26 48 11 16 47 23 10

26 48 18 10 58 4 10

26 30 50 19 16 0 5

25 29 20 19 40 16 16

25 43 30 20 17 15 15

25 33 13 li 39 19 10

25 33 17 13 57 23 5

25 28 21 18 47 15 5

25 19 41 23 16 12 5

25 19 58 14 16 4 5

25 36 17 21 41 19 0

25 48 17 16 39 15 0

25 26 36 20 28 4 0

24 35 25 21 22 22 15

24 24 30 15 37 12 5

24 37 17 19 40 12 0

24 18 47 18 17 12 0



Task

242. Make arrangements for centralized
dept. to print materials

243. Take care of checkbook and stubs 24 46 20 9

244. AUend conventions, banquets, or
meetings outside of company but
relating to company business 24 55 19 20

245. Check personnel of committees
(names, addresses, etc.) 24 29 44 ie

246. Operate mailing meter (postage
meter) 23 20 13 27

247. Comptace interest charges 23 37 19 11

248. Purchase flowers, fruit, books,
gifts, etc., for office 23 33 30 18

249. File materials by city, state,
or region 23 19 23 29

250. Consult with attorney, taz-
exaniner, auditor, etc. 23 52 18 12

251. Distribute *ailing list 23 22 34 21

252. Interview and/or recommend
applicants for employment 23 61 21 14

253. Keep petty cash account 23 39 22 17

254. Reconcile bank statement 23 36 18 13

255. Saud out invoices for payment due
(on contract, etc.) 22 23 10 20

256. Maintain individual employee's
earnings records 22 39 15 6

257. Type and correct offset masters
(mats or multllith) 22 9 40 21

256. Use synonym books? thesaurus 22 19 41 17

259. Act as * guide to visitors 22 40 27 16

260. Calculate deductions ammo Tax,
FICA, Insurance, etc.) 22 45 11 6

261. Obtain trip reservations and/or
tickets for employer 22 18 47 14

262. Operate stencil duplicator (e.g.
mimeograph) 22 15 31 21

Par Cent of a t
yatisminr u t I tamtrs...._

Ire:71 t
aria i j

24 30 40 21
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12 12 0
48 8 0

22 4 0

13 4 0

29 19 32

37 30 14

16 20 10

16 19 5

36 8 5
16 8 5

20 0 5
31 8 0
45 4 0

42 27 20

52 8 10

13 16 5
13 12 5
18 8 5

55 4 5

12 0 5

25 11 f
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Per Cent of Total Respondeqp

Task flaglAmPlik item

444 41 111

i+

263. Type financial budgets 22 18 39

:64. Take care of bankbook 22 41 15

265. Type on printed vouchers 22 21 29

266. Type on printed receipts 22 26 30

267. Write shorthand from two or more
dictators (but only one at a time) 22 8 64

268. Renew newspaper and masaxine
subscriptions 22 42 27

269. Arrange for disposal of wornout
equipment 22 51 28

270, Figure extensions 21 29 11

271. Maintain price lists and make
necessary changes 21 42 10

272. Operate full -bank adding machine 21 25 20

273. Make linty cash payments 21 34 18

274. Use atlas 21 28 29

275. Keep clipping file (newspapers,
magazine articles, etc.) 21 2; 30

276. Obtain mailing material from post
office (certified & registered mail
stickers, rare sheets, etc.) 2.1. Z9

277. Read legal rulings, current
topics, books, etc. 2T

278. Operate check writer protector 20 32 16

279. Reprimand employees 2U 57 14

280. Trace mall 77 413

281. Write checks for payroll 20 37 9

282. Prepare signs, posters, or other
graphic materials 20 31 26

283. Sell various goods or services 20 42 A

284. Use check register 20 37 10

285. Type Balance Sheets 20 16 20

286. Approve OM) customers' checks,
charge purchases, etc. 20 41 e

287. Use timetables (R.R., airlines,
etc.) 20 32 36
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15 26 8 0
12 40 4 0
16 30 4 0
17 24 4 0

10 5 4 0

14 24 0 0

14 13 0 0
15 39 31 10

21 25 15 10

17 26 31 0
30 12 0

18 10 0

1.7 ó 7 0

111 72 4 0

YS 4 0
38 12 11

10 18 U 10

15 AA. 7 Jr. 0

i in lo

17 14 4

17 30 32 r
8 49 8 5

15 38 4 0

1, 31 4 0

12 12 0 0



Task
410NONNINNIO

Per Cent of Total Restontlents
Perfoodnit Task Item

444 41 id

U

g8,7,31i
288. Transcribe (type) from recorded

medir--belt, disc, etc. (sig., IBM
larecutary Stenorette, Dictaphone,
etc.)c 20

289. Make hotel reservations for
employer 20

290. Prepare Worksheet 19

2)1. Serve on committser within compaay 19

292. Mhke out shipping instructions
(aatsoing shipments) 19

2C3. Investigate causes of trouble
between employees 19

294. Total weekly or monthly sales 19

295. Mike out monthly statements (for
services rendered, goods sold,
etc.) 19

296. Type on printed W-2 tax forms 19

297. Operate numbering machine 19

298. Count money to verify cash
register returns 19

299. Operate 10-key printing calculator 19

300. Reep track of bad debts 19

301, Check printer's "proof copy" 19

12 48 12 11 0 0

21 48 8 11 0 0

27 9 10 42 27 15

27 25 14 19 15

35 16 19 16 4 15

60 16 9 13 0 15

29 6 14 39 12 10

27 12 13 35 15 5

27 15 7 45 4 5

14 22 18 23 26 0

34 11 16 30 17 0
25 17 12 34 16 0

41 9 11 36 8 0

36 28 13 14 8 0

CAdditional extralolated data for this its: COMPOSITE Pk0711,E--132

write shorthand and tranucribe from recorded media; 72 transcribe from

recorded media only SUPERVISORY PROFILE-62 writs shorthand and trans-

cribe from recorded media; 62 transcribe from recorded media gel'.

SECRETARIAL/STENOGRAPHY PROFILE-412 write shorthand and transcribe from

recorded 'media; 72 transcribe from recorded media oly.. CLERICAL PROFILE-- -

62 wIlts shorthand and transcribe from recorded media; 62 transcribe from

recorded media only,. BOOKREEPING/ACCOUNTLNG PROFILE-22 write shorthand

and transcribe frostrecorded media; 92 transcribe from recorded media

094v. Respondents in the BUSINESS MACHINE OPERATOR and DATA PROCESSING

profiles did not transcribe from recorded media in any form.
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Per Cent of Total Respondents

Task I'Artsk Item

41 2
4;

7

t:

.44

to 3
CA oW IQ a

302. Scan newspapers, magazines, trade

journals, etc., for employer
marking items of interest to him 19 22

3. Prepare agenda for meetings 19 31

304. Operate transcribing machine

(Oh Rxecutary, Dictaphone, etc.) 19 11

305. Check tally sheets on various jobs 18 28

306. Type Legal Agreements 18 20

307. Limp in touch with legislative
activity that bears on work 18 33

308. Help with campaigns of various

kinds 18 34

309. Arrange lunch hours or vacations

for employees 18 53

310. Approve rognisitiTns made out

by others 18 46

311. Type on printed credit memorandums 18 26

312. Make "Combined Journal" entries 18 27

313. Handle collection of outstanding

debts (accounts receivable) 18 40

314. Revise stock list 18 28

315. Have legal papers recorded 18 35

316. Render policy decisions on ques-
tions asked by sebert of office

force 18 44

317. Write letters of condolence and

congratulation 18 26

318 Make entries directly to accounts

if business does not use journals 17 22

319. Kate arrangements for freight,

express, etc. 17 33

320. Log incoming mail (in regular

Took) 17 18

321. Prepare sales slips 17 29

322. Type copy where all lines end

even on the right nal.lin

(justifying) 17 15
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35 11 15 4 0

39 9 11 0 0

45 13 10 0 0

14 13 22 15 20

33 9 18 4 10

23 12 14 16 5

27 11 9 12 5

19 7 15 4 5

16 12 14 4 5

15 12 31 16 0

9 7 48 15 0

9 12 33 8 0

16 18 17 7 0

23 11 18 4 0

18 13 15 0 0

38 8 11 0 0

9 12 34 23 10

15 14 15 7 10

21 19 15 4 5

5 17 25 15 0

20 20 17 8 0



Le Cent of Total 8w000dsats
Task PerfortinA Task Item

2

323. Investigate reference personal
or financial 17 35 14 11 23

324. Shop for employer 17 23 23 12 20

325. Arrange for and/or cancel
PaPPr or magazine advertising, 17 35 23 11 14

326. Prepare a Trial Balance at e
month or fiscal period (prove
equality in ledger) 16 20 6

327. Compute amount and percent of
markup or loos 16 33 8

328. Record time clock data on payroll
forms 16 22 11

329. Use franking-permit privileges
(rivia, to send free mail) 16 8 25

330. Maintain file of W-4 for 16 27 8

331. Keep records pertaining to PICA
tax (Social Security) 16 31 7

332. Type on printed tax returns 16 23 15

333. Clip and coll,ct magazine articles,
newspapers, etc., of interest 16 24 33

334. Make out withholding tax state
slants at end of year CW-2 forme) 16 28 8

335. Prepare vouchers for traveling
expenses 16 27 26

336. Type Legal Acknowledgments 16 19 24

337. Make arransements for guests and
visitors (hotel, entertainment,
etc.) 16 24 33

338. Operate sailing sealer 15 13 9

339. Record daily shipsents 15 24 9

340. Send out Christmas cards for
employer 15 17 20

341. Write suitable cards to accompany
gifts, flowers, etc. sent by
employer 15 23 22

342. Keep records pertaining to income
taxes 15 27 7
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8 40

10 24

6 36

18 8
3 46

2 46
4 40

8 7

5 43

8 16

11 16

9 5

19 17
15 17

10 18

9 12

3 40

4 0
4 0

0 0

23 10

19 5

15 5

12 5

0 5

0 5

0 5

8 0

4 0

4 0
Q 0

0 0
4 15
8 10

8 5

4 5

0 5



Per Cent of Total Respondents

PerforskLU151m!

0 0
.44b

44
0

ICut

0

343. Sign checks 15 41 8

344. Edit reports, bulletins, etc. 15 23 26

345. Look up or check on financial
ratings of customers or employees 15 24 9

346. Punctuate articles, manuscripts,
etc. 15 8 35

347. Use proofreading symbols 15 10 26

348. Maintain incoming and outgoing
correspondence register 15 10 27

349. Type Profit 4 Loos Statements 15 15 13

350. Acknowledge letters of condolence

and congratulation 15 23 29

351. Acknowledge invitations 15 18 32

352. Prepare any other accounting data

for transmittal to computer center 14 18 9

353. Prepare Balance Sheet 14 17 7

354. Prepare adjusting entries 14 22 6

355. Do you service office machines

and equipment (minor repairing)? 14 13 14

356. Send out credit memos for goods

returned, etc. 14 20 6

357. Act as hostess at company-sponsored
teas, coffee hours, parties etc. 14 21 17

358. Keep postage meter record 14 13 6

359. Age the accounts receivable 14 30 4

360. Figure inventory (value) 14 31 4

361. Mks out reports for state read /or

Federal Government pertaining to
taxes 14 29 6

362. Type Legal insurance forms 14 11 22

363. Type Legal Affidavits 14 15 25

364. Type on printed credit inquiries 14 17 12

365. Get inforgetion (rota library 14 19 2q

366. Chart data i3 17 16

367. Give oral presentations (reports,

speeches, etc.) 13 39 A

368. Record inventory records in

proper forms 13 27 7
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ao

4' se

aj

8

7 20 12

8 10 12

10 30 8

10 10 4
14 8 4

1, i 4

10 30 0

7 9 0
8 7 0

11 22 15

5 37 8
5 35 23

14 16 8

11 26 23

11 12 8

18 22 11

5 32 12

10 26 8

2 40 4

11 15 4

8 15 3

13 20 0
9 6 0
8 17 4

9 11 0

9 22 8

0
0

0

0
0

0
0

0
0

30
15
;0

10

5

5
4
0
0

0
0
0
0
0
11

10

5



Per Cent of Total itespondent.

Task Performing Task Item

369. Type on printed quotations

370. Help with decorations at meetings

or conventions
371. Type Legal sales contracts

372. *eldest catalogs

373. Use library card indexes

374. Issue permits for venous thingn

375. Make lists of employees for income

tax purposes (salaries, etc.)

376. Type on printed news releases
377. Type display or decoralcive type

copy
378. Compose news its or magazine

articles (newspapers, trade
publications, house organs, etc.)

379. Write group proceedings and/or

conferences in shorthand

380. Close ledger accounts

381. Prepare closing entries

382. Make arrangements for centralized

department to bind materiels

383. Compute insurance premiums (life,

medical, retirement, etc.)

384. Decide charges on work done

385. Help organize office or company
committees

386. Compute property and/or income

taxes
387. Keep records pertaining to State

Industrial Insurance
388. Work in connection with taxes other

than the MO, MITA, PICA, Income

taxes, State Unemployment, State

Industrial, and pales tax and with

other licenses, permits, reports,

etc.
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I

13 15

soea gni i
.... gra

1 .40 01

17

13 13 17

13 19 16
13 20 14

13 22 20

13 24 16

13 27 b

23 13 30

13 10 30

13 30 17

13 9 43
12 16 5

12 20 5

12 16 21

12 25 10

12 30 5

12 23 16

12 26 8

12 25 4

12 23 6

11 13 8 5

12 11 4 5

9 14 0 5

13 7 11 0
10 7 7 0
10 8 4 0

3 36 0 0
5 8 0 0

9 7 0 0

8 6 0 0

2 1 0 0
4 34 15 10

4 32 12 10

8 6 4 10

5 21 11 5

8 16 8 5

8 7 8 5

5 23 3 5

2 35 0 5

4 27 0 5



389.

390.
391.

392.
393.

394Q

395.
396.

397.

398.

399.

400.

401.
402.

403.

404.

405.

406.

407.
408.

409.
410.

Task

Per Cent of Total Respondents
Drformag Task Iten

S'
it 14

Is * ;
V3

Purchase Christmas cards, valen-
tines, bi:tbday cards, etc., for
employer 12 17

Send out invitations 12 11

Operate eddrossograph 12 14

Type on printed shipping orders 12 18

Keep records pertaining to sales
tax 12 24

Hemp records of sales exempt from
tax 12 26

Use encyclopedia 12 16

Keep records pertaining to State
Unemployment* taxes
keep stock of employer's personal
stationery, cards, etc on band

12

12

25

14

Hire employees 12 45

Hake out day's schedule for
employer 12 18
Prepare reversing entries 11 17

Operate public- address system 11 13

Record daily sales in unit ccatrol
forms 11 16

More entries only in journal(s) If
business uses only journal(s) does
not use any accounts se such 11 14

Rule ledger accounts 11 15

Post data on daily sales she
by department or employee 11 21

Secure government permits of various
kinds (buildings, tax, etc.) 11 26

Figure discount and maturity dates 11 18

Make decisions on discounts
allowable 11 22

Work with reciprocals 11 22

Type on printed bills sale 11 19
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16
23
9

8

5

4
18

4

7

23
5

12

3

6
5

3

9
4

2
4
11

Ora A Ips

8 14 0 5

8 8 0 5

13 15 19 0
14 12 8 0

4 32 4 0

3 31 4 0
8 13 4 0

1 34 0 0

9 6 0 0
7 8 0 0

9 5 0 0
3 27 8 15

11 8 1 11

7 24 12 10

8 21 16

2 31 12

8 22 4 5

4 20 0 5

4 25 27 0

6 22 12 0
6 22 8 0
7 18 4 0



1.11.1111PIPIIIIIIIIINWimmumemNIMPimuminni low IN wk.

Per Cent of Total Respondents

Task
Performigg Task Item

411. Type on printed promissory notes

4.0
or4

11 IS

412. Keep clipping books (of any type) 11 16

413. Arrange for printed programs 11 20

414. Compose legal papers 11 20

415. Type Legal Losses 11 12

416. Make contract for supplies,

services, etc. 11 31

417. Give newt, information, etc., to

reporter& 11 22

418. Make out itinerary or schedule

for employer's trips 11 13

419. Work with city and/or county tax

statements 10 22

420. Address a meeting of employees 10 30

421. Leap records pertaining to

employees belonging tt. mion 10 20

422. Use voucher register 10 13

423. Do work involving customs tariff

regulations, etc. 10 21

424. Prepare bids (for contract) 10 22

425. Give dictation to other office

workers 10 33

426. Operate switchboard (PBX) 10 10

427 Operate cash register 10 17

428 Rule journals 10 15

429. Record cash register tapes 10 19

430. Keep records pertaining to FUTA

Tax (Federal Unemployment tax) 10 22

431. Type Bank Reconciliations 10 13

432. Keep books which supply data for

income tax for company, trust, etc. 10 21

433. Operate dictating machine 10 14

434. Compute dividends 9 14

435. Prepare Profit and Loss Stetement

(Income Statement) 9 18
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16 5

19 9

19 6
14 5

18 6

8 6

20 6

29 4

4 3

7 6

8 3

7 5

9 9
8 6

13 3

9 9
2 11

6 2

2 9

4 2

8 6

4 3

20 6

5 4

3 3

13 4
6 4
3

15 0
13 0

12 0

3 0

3 0

22 8
6 4

22 0
22 8

7 7

14 4

6 4

10 29
12 15
28 4

17 4

29 0
24 0

24 0
6 0

18 12

25 0

0
0
0
0
0

0

0

0

10
10

10
5

5

5

5
0
0
0
0

0
0

0
0
5

S



Task

436. meters
437. Assasble

438. Collect motes
439. Make up budgets

At cost

Per Cent of Total Respondents

.11111M4BiatOkag!

4.4

9

9
9
9

440. Figure cost of telegrams, long
listance calls, night and day
letters, etc. 9

441. Keep records pertaining to B&O Tax 9

442. Record stock count information in
proper book (merchandise control) 9

443. Act for your empl,)yer on committees 9

444. Prepare and keep up abstract book
or file folder with excerpts and
reprints of speeches, hints for
speeches, data figures, illustra
tions, etc. 9

445. Take care of publicity Its 9

446. Operate electric stapler 8

447. Wei with accruals 8

448. Keep record of interest-due dates 8

449. Keep sales performance records 8

450. Travel to make investigations of
various kinds 8

451. Adminieter employment tests 8

452. Operate bookkeeping machine 8

453. Keep wage and cost comparisons 8

454. Writ, shorthand from only one
dictatoib 8

22 3 3 19 8 0

24 3 3 22 4 0

17 6 5 14 4 C

27 9 1 12 4 0

17 9 5 12 3 0

19 3 1 24 0 0

20 4 6 14 0 0

23 8 5 9 0 0

11 22 4 3 0 0

22 18 2 3 0 0

5 8 9 4 12 11

12 2 3 21 8 5

17 3 3 20 4 5

17 4 5 13 0 5

33 3 2 7 0 5

20 9 4 5 0 5

7 3 2 20 41 0

18 2 2 19 4 0

5 16 4 9 4 0

bThis item did not specifically appear in questionnaire. All percentage

figures were extrapolated from original data.

229



Per Cent of Total Respondents

Task Performing

44

".14. tIS Au ku

tit g e
* 0 14 om 0
tel 02 U fel la A

455. Arrange for insurance policies 8 21 8 2 13 4 0

456. Keep wage and sales comparison
records 6 17 2 2 20 0 0

457. Systematize and record items
deductible from income tax 8 20 4 2 17 0 0

458. Make lists of contents of office

safe and/or safe deposit box and

keep it up to date 8 17 9 5 11 0 0

459. Responsible for notes, renewals,
drafts, etc. 8 15 9 3 11 0 0

460. Recall mail from post office 8 11 8 7 9 0 0

461. Make arrangements for repairs on
employer's personal propert7 (car,

etc.) 8 12 10 5 8 0 0

462. Use hotel reference books 8 11 15 5 7 0 0

463. Discharge employees 8 33 5 3 7 0 0

464. Conduct meetings 8 35 2 4 5 0 0

465. Operate tape recorder 8 13 14 7 4 0 0

466. Summarize articles, reports,
lectures, etc. 8 20 13 5 3 0 0

467. Operate key punch 7 6 1 6 5 0 95

468. Prepare Post - Closing Trial Balance 7 11 2 1 22 4 15

469. Compute foreign monies figures 7 9 5 5 12 8 0

470. Operate teletype 7 5 11 7 4 8 0

471. Use almanac 7 14 8 6 6 4 0

472. Type real estate papers 7 10 16 2 6 4 0

473. Act as notary public 7 17 9 2 6 4 0

474. Operate illuminated drawing board
(e.g. Mdmeoscope) 7 4 13 6 7 3 0

475. Compute depreciation 7 15 3 3 17 0 0

476. Interpret financial figures into
a simplier statement 7 16 5 1 14 0 0

477. Make out household and/or personal

checks for employer 7 16 8 3 11 0 0

478. Secure signers for petitions of

various kinds 7 12 8 4 8 0 0
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Per Cent of Totlummeitam
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479. Keep record of territory assigned

salesmen 7 11 9 5 7 0 0

480. Teach training class of employees 7 24 3 4 7 0 0

481. Prepare audio-visual msterials
(transparencies, tape recordings,

etc.) 7 17 10 4 3 0 0

482. Operate automatic collator 6 4 7 2 4 27

483. Dress windows (window displays) 6 12 2 6 6 12 5

484. Determine ratios other than current

and acid -test 4 15 3 3 10 4 5

485. Figure insurance rates 6 11 3 1 14 8 0

486. Operate key-driven machine (e.g.

Comptometer) 6 2 8 6 8 0

487. Operate microfilm reader 6 7 6 6 4 8 0

488. Figure premiums (insurance, etc.) 6 9 5 2 12 4 0

489. Use microfilming equipment 6 10 4 8 5 4 0

490. Write advertisements of various
kinds (circular letters, bulletins,
newspaper advertising, etc.) 6 16 9 2 4 4 0

491. Edit manuscripts 6 11 11 1 4 4 0

492. OK monthly group insurance bills 6 18 1 1 17 0 0

453. Establish depreciation schedules
for equipment 6 13 2 1 16 0 0

494. Make financial graphs 6 15 6 2 11 0 0

495. Take care of employer's personal
insurance (car, life, etc.) 6 14 6 1 10 0 0

496. Obtaiu credit cards for employer 6 12 6 4 9 0 0

497. Type powers of attorney 6 8 12 2 8 0 0

498. Type Legal mortgages 6 9 9 2 8 0 0

499. Type on printed sales quotas and
graphs 6 7 7 5 7 0 0

500. Arrange wtth bank for funds to be

wired or cabled 6 16 6 2 6 0 0

501. Keep list of credit card numbers 6 10 9 4 5 0 0
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Per Cent of Total Remettilt
Task lierfrask 4.1

502. Keep employer photographs and
biographical information for
publicity 6 6 16 3 3 0 0

503. Overate Sorter 5 3 1 4 3 8 74

504. Operate folding machine 5 2 6 6 4 4 11

505. Type insurance policies 5 6 4 3 8 4 0

50f. Operate automatic letter opener 5 7 2 8 5 4 0

501. Operate offset duplicator (e.g.
aultilith) 5 2 10 5 4 4 0

SOU. Type .Deeds 5 7 10 3 4 4 0

501. Operate billing.machine 5 5 2 6 8 3 0

510. Type incorporation papers 5 7 8 2 7 3 0

511. Prepare salesmen's commission
statements 5 11 1 3 10 0 0

512. Oversee -workmen (carpenters,
electricians, etc.) 5 17 3 3 6 0 0

513. Operate facsimile machine (e.g.
Deskfaz) 5 7 7 5 4 0 0

514. Conduct "Exit" interviews 5 15 6 2 3 0 0

515. Trace mapa 5 7 8 5 2 0 0

516. Write copy for newspapers, maga-
zines, etc. 5 11 9 3 2 0 0

517. Prepare peavblets and catalogs 5 12 10 3 1 0 0

518. Operate tabulating machine 4 1 2 5 3 4 34

519. Prepare Capital Statement 4 9 2 0 12 0 5

520. Operate electronic calculator 4 2 0 5 7 9 0
521. Operattmicrokilm recorder 4 5 2 3 6 8 0

522. Work on quarterly or annual
dividends 4 4 4 0 9 4 0

523. Convert figures to metric system 4 11 2 2 8 4 0

524. Get letters of credit from banks 4 10 3 1 6 4 0

525. Operate Microfilm Repeeducer 4 3 4 6 3 4 0

526. Operate check migning machine 4 4 3 2 10 0 0
527. Determine current ratio 4 10 2 0 9 0 0

528. Keep lists of employer's personal
property up to date, 4 11 3 1 7 0 0
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529. Type Proxies 4 5 8 0 7 0 0

330. OperaLe photographic camera 4 9 3 2 6 0 0

531. Pile materials by sound (Sound*,

etc.) 4 6 5 4 4 0 0

532. Hake list of personal stocks, notes,
collateral, etc., (employer's) 4 9 4 3 4 0 0

533. Collect stamps for employer,
domestic or foreign 4 3 5 4 3 0 0

534. Prepare posters for advertising 4 8 4 4 3 0 0

535. Operate film, filmstrip, or slide

projector 4 14 1 4 3 0 0

536. Use Reader's Guide to Periodical

Literature 4 9 4 3 3 0 0

537. Select andior invite speakers 4 16 4 0 3 0 0

538. Transcribe (type) from shorthand
machine tape (e.g., Stenograph) 4 1 9 4 2 0 0

539. Keep scrap books of various items
for newspapers or mageare 4 10 8 2 2 0 0

540. Help plan advertising cimpaigns 4 14 2 2 2 0 0

541. Obtain information and papers. fer

foreign travel for employer 4 7 10 2 0 0

542. Arrange Itineraries for speakers,
salesmen, etc. 4 8 8 1 1 0 0

543. Apply for pessports or visas for
employer 4 7 9 1 0 0 0

544. Operate Card Verifier 3 2 0 2 2 0 71

545. Operate burster machine 3 2
1;

Operate computer ! 546.

547. De-code telegrams and/or cablegrams 3 4 4 3 2 8 0

548. Operate embossing machine (Crapho-
type) 3 1 3 4 3 4 0

549. Code telegrams and/or cablegrams 3 6 3 4 2 4 0

550. Operate elevator (not self-service) 3 3 3 2 3 3 0

551. Prepare income tax return for
company, trust, etc. 3 6 1 0 8 0 0

552. Issue dividend checks 3 9 2 0 7 0 0
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Task Performin& Task Item
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553. Check and mail stock certificates 3 7 5 1 5 0 0

554. Use insurance register 3 8 1 1 5 0 0

555. Prepare personal income tax return
(for your employer) 3 4 2 1 4 0 0

556. Operate change - making machine 3 7 1 4 3 0 0

557. Purchase traveler's checks for
employer 3 7 5 1 3 0 0

558. Operate typing machine 3 3 2 5 2 0 0

559. Gather news for various papers,
magazines, etc. 3 8 6 1 2 0 0

560. Type Litigation papers 3 3 9 0 2 0 0

561. Secure quotations from brokers % 1? 2 0 2 0 0

562. Make list of securities (for
business) 3 11 2 0 2 0 0

563. Use motorized filing equipment 3 6 2 5 1 0 0

564. Type wills and probate papers 3 4 7 0 0 0 0

565. Operate gang punch 2 1 1 1 1 0 27

566. Operate de-collator 2 1 1 1 1 0 16

567. Prepare key-punched customer credit
record of charges and payments for
transmittal to computer center 2 2 0 1 1 8 15

568. Operate paper shredder 2 3 1 2 3 4 0

569. Operate accounting equipment 2 5 1 1 3 4 0

570. Keep file of maturity dates of
securities 2 8 1 0 3 4 0

571. Operate laminating machine 2 1 3 1 1 4 0

572. Operate automatic typewriter
(Autotypist, Robotype ISM Magnetic
tape machine, etc.) 2 1 2 3 0 4 0

573. Purchase foreign exchange 2 3 3 1 0 4 0
574. Make dividend lists 2 5 1 0 5 0 0
575. Arrange for payment of dividends 2 4 1 0 5 0 0
576. Use magnetic filing equipment 2 2 1 2 3 0 0
577. Make up weedly statement of over-

drawn bank accounts 2 5 1 0 3 0 0
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Task

Per rent of Total Respeadents
Performing Task Itch

41

578. Operate binding machine 2 2

579. Operate motorized filing equipment 2 3

5$O. Haim tracings for blueprints 2 3

581. Edit magazine or paper (house
organ, trade magazine, etc.) 2 3

582. Compile bibliographies 2 3

583. Determine acid-test ratio 2 6

584. Xeep personal diary for employer 2 2

585 Operate overhead projector 2 7

586. Buy stocks 2 9

587. Operate Flexowriter 1 0

588 Operate Mari-typer 1 1

589. Assist with laboratory work 1 3

590. Hake blueprints 1 3

591. Operate Cerlox machine 1 2

592. Prepare cash register stock control
tapes for transmittal to computer
center 1 2

593. Operate inserter (stuffing machine) 1 0

594. Operate shorthand machine (e.g.,
Stonograph) 1 1

595. Operate Justouriter 1 0
596. Translate letters, articles, etc.

from foreign languages into English 1 2

597. Sell stocks 1 9

598. Translate letters, articles, etc.,
from English into foreign language 0 0

599. Operate Scanner 0 0
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3 3 2

1 3 2

2 2 2

1 1 2

3 0 2

1 0 2

4 2 1

0 2 1

1 0 1
1 1 1

1 2 1

0 1 1

0 0 3

1 1 2

0 0 2

1 2 1

1 1 1
1 1 3

1 1 0
1 0 0

0 0 0

0 0 0

0 0
0 0
0 0

O 0
0 0
O 0
0 0
O 0
0 0
O 6
4 0
4 0
0 0
0 0

O 0
O 0

0 0
O 0

0 0
0 0
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MEETING AND WORKING WITH PEOPLE:

YES NO

4111.1101.0

feW0110100.1f
MOS110.111.

Make engagements and appointments for employer
Keep employer reended of engagements, dates, things

to do, etc.
Follow up on written notices for meetings by telephone

Coordinate with other personnel on various matters for

employer
Administer employment tests
Interview and/or recommend applicants for employment

Hire employees
Instruct new employees (work procedures, Job orientation, etc.)

Teach training class of employees
Reprimand employees
Discharge employees
Conduct "Exit" interviews
Address a meeting of employees
Plan work for one's self
Plan work for others
Decide on priority of work for self
Decide on priority of work for others
Distribute work among other employees (in a supervisory

capacity)
Supervise other employees
Investigate causes of trouble between employees
Check up on unfinished work of other employees
Give directions for work to be done (as a co-worker or

supervisor)
Arrange lunch hours or vacations for employees
Oversee workmen (carpenters, electricians, etc.)
Serve on committees within company
Act for your employer on committees
Round up people for meetings
Help with campaigns of various kinds
Help organize office or company committees
Render policy decisions on questions asked by members
of office force
Counteract false reports which spread in an organization
Meet callers
Direct people to proper office or department
Get rid of cranks, beggars, and other undesirables
"Screen" visitors or people who want to see your employer

Make introductions
Hear complaints in office and over telephone
Give information in response to verbal inquiries
Handle service calls on equipment
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MEETING AND WORKING WITH PEOPLE continued

YES NO

11111110111.1

Manage office
Approve (OK) customers' checks, charge purchases, etc.

Attend conventions, banquets, or meetings outside of

company but relating to company business

Act as hostess at company-sponsored teas, coffee hours,

parties, etc.
Assist in plans for entertainments, receptions, dinners, etc.

Consult with attorney, tax-examiner, auditor, etc.
Travel to make investigations of various kinds

Secure signers for petitions of various kinds
Confer with employer on policy procedures, etc.
Make recommendations for improvements of office procedures,

routines, etc.
Investigage rerences, personal or financial
Issue permits for various things
Select and/or invite speakers
Arrange itineraries for speakers& salesmen, etc.
Make arrangements for guests and visitors (hotel, entertain-

ment, etc.)
Act as a guide to visitors

In the space below, list other tasks you perform in meeting and handling

people that are not listed above:

Silimilmoimmomplomorrammoumialsow.lmiormierwmemsull

MISCELLANEOUS :

YES NO

Dust
Clean and oil typewriter
Clean and oil other office equipment
Straighten up office
Select or order furnishings for office
Arrange physical layout of office, pictures, furniture,

draperies) etc.
Arrange for disposal of wornout equipment
Dress windows (window displays)
Purchase flowers, fruit, books, gifts, etc., for office

Prepare or obtain coffee or refreshments for employer or

his guests
Keep personal diary for employer
Keep employer photographs and biographical information for

publicity
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MISCELLANEOUS continued

YES NO

Keep stock of employer's personal stationery, cards, etc.s

on hand
Purchase Christmas cards, valentines, birthday cards, etc.,

for employer
Send out Christmas cards for employer

Advise employer of illnesses, deaths, births, weddings,

etc., of friends
Write letter-77Z condolence and congratulation

Acknowledge letters of condolence and congratulation

Write suitable cards to accompany gifts, flowers, etc.,

sent by employer
Send out invitations
Acknowledge invitations
Help with decorations at meetings or conventions

Collect money from office employees for various purposes

Run errands
Shop for employer
Make arrangements for repairs on employer's personal

property (car, etc.)
Prepare and keep up abstract book or file folder with

excerpts and reprints of speeches, hints for speeches, data

figures, illustrations, etc.
Collect stamps for employer, domestic or foreign

Assist with laboratory work
Mgke tracings for blueprints
Make blueprints
Trace maps
Keep in touch with legislative activity that bears on work

In the space below, list other miscellaneous tasks you perform on the

job but that are not listed above:

`11111111%

awsw~d~swargararOnobrosis,

NIINIONIMOVIIMMINIMMIIIMMININIMimill11.101011.11111001110M1100.11

Your help. is sincerely appreciated!'
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AISSTRACT

The purpose of this study was to identify clusters of tasks performed by a com-

prehenskTe sample of office employees working in 5 office-size categories in

12 Standard Industrial Classifications. This study is a first step in identi-

fication of capabilities required for modern office work; it, and related

studit...s, provides a partial base for design of educational programs most likely

to maximize .career-long occupational opportunity, competency, and choice for

youth entering office occupations. A total of 767 validated questionnaires was

distributf.4 to a proportional, stratiliod sample of 295 private enterprise firms

and 28 governmental agencies. Total returns were 86.4 per cent-80.3 per cent

in the private enterprise sector and 96.3 per cent in the governmental sector.

Findings: (1) 599 office tasks have been clustered within 13 major task cate-

goriestypeuriting office machines and equipment, dictation and transcribing,

mailing, filing, telephoning and communicating, clerical, securing data, mathe-

matics, financial and recordkeeping editorial, meeting and working with people,

and miscellaneousto provide rank lists of Composite Clusters of Tasks performoe

by office anployees; (2) clusters of tasks have similarly been prepared for six

broad occupational clusters: supervision, secretarial-stenographic, clerical,

bookkeeping-accounting, business machines operators, and data processing; and

(3) analysis of data suggests that the acquisition of performance skills

represents only a portion of the office workerls function and that teaching

objectives, learning experiences, and evaluation can profitably be organized

within the framework of the cognitive, affective, and psydhomotor domains.
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